OTCnet

Deposits Made Simple

Financial Institution (FI) Viewer

OTCnet Participant User Guide



(This page intentionally left blank)



Financial Management Service OTCnet Participant User Guide- FI Viewer

TABLE OF CONTENTS

Audience, OVEIVIEW AN0 TOPICS ..uuuuuuii e e eee et e e e ettt e e e e e e e e eaatt s e e e aeeeeeaaanaaseeeeeeeeenennnnns 1
Topic 1. INtroduction t0 OTCNEL ......ooo i 3
L@ YT 1 N 3
(O 0 O 1= = 1= 0 1= TN 4
OTCnet Process Flow: Deposit Processing and REPOItiNg............uuvvveveemmmmmmimmiiiiiiiniiininenns 4
(O 0 O 1= =y o B LT N 5
Topic 2. Overview of OTCnet Participant User Guide Content ............cccceeeiieeeiiiiiiiiiiiie e, 8
11 1o o 11 ox 1o o 1 8
Administration Participant USEr GUITE ...........ooooeie e 9
Deposit Processing and Reporting Participant User GUide..............ccuviieiiieiiiiiiiiiiieee e, 10
Topic 3. Logging ONt0 OTCNEL ..o 11
How to Log On for the FirSt TIMe.....coo oo 11
(o To @ o T (o T @ N 1 = PP 18
Topic 4. Accessing a User ID and Resetting PasswWords ........ccooooevvveviiiiiiiiieeeecceeiiiiee e 19
ACCESS @ USEI ID .ot e et e et e et e et aae 19
RESELHNG PASSWOITS. .. ..o 21
Topic 5. Navigating the OTCNEet HOME PAJE .....uuuiiiii it e e eaanes 23
(O B IO 1= Y, 1T 1Y = o O PSPPSR 23
Deposit Processing Tab FUNCLIONAIILY ..........cooooiiiiiiii 24
Check Processing Tab FUNCONAlItY ...........uuiiiiiiiiiiic e 25
Administration Tab FUNCHONANLY............oiiii i e 26
Reports Tab FUNCHONAIILY .......coooiiiee 27
TOPIC 6. VIEWING DEPOSITS ...uuuiieiieieiiiie st e e e e et e e e e e e e e e e e et eaeeeeeeeaattaaasaeeaeeessnnes 29
VST W 1T oL 1 | AP 30
TopiC 7. Searching DEPOSILS ......cccoiiiieieeee e 34
Search and Locate Deposits Using One or More Criteria .............ueeeeeeriirmemeeiiiiiiiininnninnnnns 35
Downloading Deposit INfFOrMatioN.............cooiiiiiiiiiiii e 41
Topic 8. Searching AJUSIMENTS........oooiiieeeee e 45
Searching Adjustments USiNg SelecCt CrLErIa ...........uuuuuuiuuuiiiiiiiiiiiiiiiiiiiiiieiiiiiieeeeeeneeeeeeeees 46
Downloading AJUSTMENTS .......coiiiiecce e e e e et e e e e e e e e e e e e 51
TOPIC 9. VIEWING REPOIS .uuuiiiie e e e e ettt e s e e e e e e e e e et e e e e eaeeeeaastaaaeaeeaaeessnnes 55
TOpPIC 10. REPOIS DY ACCESS TY P ... et 56
Topic 11. Types of Business and Administration REPOMS........cccoeeviiiiiiiiiiiiie e 57
BUSINESS REPOIS ... it e e e e e et e e e e e e e e e e et et e e e e e e e e e aerba e aeaaes 57
AdMINISTration REPOIS ......coeeeeeeeeee e 58
Topic 12. Viewing Report Detalil ..........coooeie i 59
BUSINESS REPOIS ... it e e e e e e et e e e e e e e e e e ettt e e e e e e e e eaer b e aeaaeas 59
AdMINISratioN REPOIS ......cooeeeeeeeeee e 68
Topic 13. Viewing Financial INStULtIONS............ooooiiii i 105
View a Financial INSHLULION .........oooeeieeeeee e 105
0T L] P 109
GlOS S ANY .. 111
1T L SR 125

LIST OF TABLES

Version 1.3/September 2012 Deposit Processing and Reporting i



OTCnet Participant User Guide- FI Viewer Financial Management Service

Table 1. AAMINIStration ChaPterS ........uuiii i e e e e et aeeaeeeeaanes 9
Table 2. Deposit Processing Chaplers ........coooo oo 10
Table 3. Main Menu LinK DESCIIPLIONS .....ccooiiiiiieeeeee e 23
Table 4. Deposit Processing Tab DeSCHPtONS .......coii i i i aaeens 24
Table 5. Check Processing Tab DeSCHPIONS .........ciii it e e e e eaenes 25
Table 6. Administration Tab DESCHPLIONS .........coooiiiiiee e 26
Table 7. Reports Tab DeSCHPUONS ......u.ii e e e e e e e e e ea e e e e aaeeeanee 27
TabIe 8: DEPOSIE STALUSES ....uuu i eeieeeeeitiie e e e e e e et a e e e e e e e e e e et e e e eeaeeeeaattaasaaeaeeeennnes 29
Table 9: Search Criteria FIelUS .......couuieiii e e e e e e e e e e eeene 34
Table 10: Search Results DePOSIt STATUSES ........ccoeiieiieiieeee e 34
Table 11: Search Criteria FIeldS ... 45
Table 12. Types of Reports and PUIMPOSE .........ooooiiiiieeieeeeeeee e 55
Table 13. RePOItS DY ACCESS TYPE.. .o 56
Table 14. Business Reports and PUIPOSE ........cuuuiiiiiiiee et e e et s e e e e e e eannes 57
Table 15. Administration Reports and PUIPOSE .......ciiiiiiiiiiiiiiiie et e et e e e e e aanees 58

LIST OF FIGURES

Figure 1. OTCNEt EIEMENTS.....ccoiiiiiiiiiiiiiiiiiieeeee ettt 4
Figure 2. Deposit Processing and Reporting Process FIOW.............cccceeiiiiiiiiiiiiiee e, 5
FIGUIE 3. USEI ROIES ...ttt 6
Figure 4. Deposit Processing and Reporting ROIES ..........oovvviiiiiiiiiiiiiiiiiiiieeeeee 7
Figure 5. FMS Single Sign ON PaAge ........ooouiiiiiiiie et e e eaaa s 11
Figure 6. Password Change Page........ccooiiiiiiiiiii e e e e et e e e e e e e aaeaaas 12
Figure 7. GSS Rules 0f BENAVIOr PAQE ..........coiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee e 13
Figure 8. Need to Change Your Password Challenge Response Page.........cccccceeeveeeevveiiiinnnnnn. 13
Figure 9. Select and Provide Responses to QUestions Page .........cccceeeiieeeiiiiiiiiiiin e, 14
Figure 10. Challenge Shared SECret PAge ...........covviiiiiiiiiiiiiiiiiiiiiiieieeeieeeeeeeeeeeeeeeee e 14
Figure 11. LOgout and ClOSE BIOWSET ........ceeiiiiiiiiiiiiiiiiiiiiiiiiieeeeeee ettt ettt 15
Figure 12. FMS Single Sign ON Page .........ouuuiiiiiiieieeeee e 18
Figure 13. OTCNEt HOME PAJE.......oiiiiiiiiiiiiiiiiiiiiiieeeeeeee ettt 18
Figure 14. Single Sign On Page (Forgot Your User ID? LiNK).........ccouviiiiiiiiiiiiiiiiiiiiiiiiiiiecieeeee 19
Figure 15. Treasury Self Service Page (Enter Image of Text) .......ccceeeeiiieiiiiiiiiiiii e, 20
Figure 16. Forgot User ID (Enter Email AdAress) ........couuveeiiiieiiiiieciee e 20
Figure 17. Single Sign On Page (Forgot Your Password? Link) ...........cccccovviiiiiiiiiiiiiiiiiiiiinnnn, 21
Figure 18. FOrgot YOUr PasSWOrd PAJE .........ccvviiiiiiiiiiiiiiiiiiiiiiieeeeee ettt 21
Figure 19. Self-Service Account/ Password Page ............ccooiiiiiiiiiiiiiii e 22
Figure 20. OTCNet Main MENU PAJE.........oouiiiiiiiiiiiiiiiiiiiieiiieee ettt 24
Figure 21. Deposit ProCeSSING Tab .....cooiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee e 25
Figure 22. Check Processing Tab ... 26
Figure 23. AdMINISTration Tab ..........oiiiiiiiicce e e e e e e era s 27
FIgure 24. REPOIS TaD ..ceiiiiiiiiiiiiiiiiiieeeeeeeeeeee ettt 28
Figure 25: SeleCt VIEW DEPOSILS ...ttt e et e e e e e et a e e e e e e e eeeeeenanes 30
Figure 26. VIeW DEPOSILS Page ....... it e e e et e e e e e e e eeneennas 30
Figure 27. View Voucher With Adj. (TYPE) «.eeeeeiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee ettt 30
Figure 28: SEArCh DEPOSITS......cuiiiiiiiiiiiiiiiiiiii ittt 35
Figure 29: Search CONAItIONS ...........iii e e e e e e e e e eeeeeen s 36
Figure 30: Financial Institution INfOrmMation..............couviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee e 36
Figure 31: Voucher Date, Deposit Date and Deposit TOtal...........ccevvveeiieiiiiiiiiiiiiiiiiiiiiiiiiiieeeee 37

ii Version 1.3/Septemer2012



Financial Management Service OTCnet Participant User Guide- FI Viewer

Figure 32:
Figure 33:
Figure 34:
Figure 35:
Figure 36:
Figure 37:
Figure 38:
Figure 39:
Figure 40:
Figure 41:
Figure 42:
Figure 43:
Figure 44:
Figure 45:
Figure 46.
Figure 47.
Figure 48.
Figure 49.
Figure 50.
Figure 51.
Figure 52.
Figure 53.
Figure 54.
Figure 55.
Figure 56.
Figure 57.
Figure 58.
Figure 59.
Figure 60.
Figure 61.
Figure 62.
Figure 63.
Figure 64.
Figure 65.
Figure 66.
Figure 67.
Figure 68.
Figure 69.
Figure 70.
Figure 71.
Figure 72.
Figure 73.
Figure 74.
Figure 75.
Figure 76.
Figure 77.
Figure 78.
Figure 79.
Figure 80.
Figure 81.
Figure 82.

User Defined Field INformation ..o 37
Search RESUIS TabI ......cueeii e e et e e e e e eeeees 38
[ To 1YY/ ][ = To I = 01 1 o] o 41
FIlE FOIMAL. ... 42
L] oTUL (T3 (o] g T )Y/ ] (o F= Lo [P 42
1 L= I L0111/ | o =T PP 43
SEArCh AGJUSTMENTS .. ..ottt e e e e e ettt a e e e e e e e e e ettt e e eeaaeeeannes 46
Search CONAILIONS.........oooiiiee e 47
Additional Search Criteria............ii i 48
Search RESUIS Tabl ......oueeii e e e e e e e e eeeees 48
DOWNIOAA BULION ... 51
1 L= o 1 = 52
Attributes for DOWNIOA .........oeviiiiiii e e e e e e 52
FIle DOWNIOAA ... 53
Select Adjustment Activity (FI) from Reports MenU ............cccceeeeieeeiiiiiiiiiiiiee e, 59
Adjustments ACHIVILY (FI) PAOE ......uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiieiieiiieeiieeeieeeeeeeeeseeeeseeeeenennnes 60
Adjustments Activity (FI) REPOIrt OULPUL ..........uuueuieiiiiiiiiiiiiiiiiiiiiiiiiiiiniieeieeineeeeneeneeee 61
Select Deposit Activity (FI) from Reports MENU ...........coovvvviiiiiiie e eeeeanns 64
DeposSit ACHVILY (FI) PaOE ... 65
Deposit Activity (FI) REPOI OULPUL.......cooiiieeeeeeeeeee e 65
View CASHLINK 11 File Status from REPOIMS..........uuuuuuuuiiiiiiiiiiiriiiinnnrinninnnnnnnnnnnnnnnnn. 68
View CASHLINK Il File StatuS Page ........uuuuuuuuuiiiiiiiiiiiiiieiiiiiniinninnneennennenneereenennns 69
View CASHLINK Batch Details Page...........c..uuviiiiiiiiiiiiiiiiiiiieeeeeeiieeee e 69
CASHLINK Il File Status Report OULPUL..........cooeeeiieieeeeeeeeeeeeeeeeeeeeeeeeee e 70
View TRS File Status from REPOIS .........cuuiiiiiiieeeiieeien e 73
VIEW TRS File StAtUS PAJE ... ..uuueiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeebeeeieeebeeeseeeeseseessasesssenneennnnnes 74
View TRS File Status for FI RESUILS PAge ............uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinennes 74
TRS Deposit or Adjustment VOUCKET ...........coiiiiiiicce e 74
View Vouchers Completed from REPOIS.........uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeiiieeeeeneeees 77
View Vouchers Completed PAge............uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiennenneseeeeeeennenne 77
View Voucher EVENt LOG Page........coooiiiiiiiiii it 78
Voucher Event Details RepOrt QUIPUL...........ceiiiiiiiiieiice e 78
View Vouchers in Progress from REPOIS ...........uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiineeineseennnnennenne 80
View Vouchers [N ProgresSs Page.........ooouiiiiiiii it 80
In Progress View Voucher Event Log Page..........ooouiiiiiiiiiiiiiiei e 81
In Progress Voucher Event Details Report OUIPUL.............uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiieeiinens 81
View CASHLINK Il File Status from REPOMS.......cccoeiiiiiiiiiiiiiieeeeeeciiiieeee e 86
View CASHLINK Il File StatuS Page ........uuuuuuueiieiiiiiiiiniiiiiienenieneinnennnnnnnnnnensesnnnnnnnnnnes 87
View CA$SHLINK Batch Details Page.............uuviiiiiiiiiiiiiiiiieeeee e 87
CASHLINK Il File Status Report OULPUL..........ooiuuiieiiiieee et e e 88
View FRB CAS$HLINK File Status from REPOIMS..........uuuuruuiiiiiiiiiiiiiniiiiineieienennnnnnnnnne 91
View FRB CASHLINK TransSmiSSIONS PAge.........uuuuuuuuuurerieiieiinninnnnnnnnnnnnnnnnnnnnnnnnnnnne 91
FRB CAS$HLINK Search ReSUItS Page ..........cccuuiiiiiiiiiiiieiiiieeee e 92
View FRB CAS$HLINK Transmission Details Page...........cccccceeeeiiiiiiiiiiiiiiee e 92
FRB CA$HLINK Daily Activity REpOrt OUIPUL ........ceeiiiiiiiiiiiiiieieee e 92
View TRS File Status from REPOIS .........uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiieeieeesseeeeneeeeeeeeeneenne 94
VIEW TRS File STAtUS PAJE ... ..uuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeieebsesbebbesasessssseeessssesssenennnnnnnes 95
View TRS File Status for FI ReSUltS Page .........ccooviiiiiiiiiieeei e 95
TRS Deposit or Adjustment VOUCHEr ............oii e 95
View Vouchers Completed from REPOIS.........uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeinieennenne 98
View Vouchers Completed Page........ooooiieiiiiieee e 98

Version 1.3/September 2012 Deposit Processing and Reporting iii



OTCnet Participant User Guide- FI Viewer Financial Management Service

Figure 83.
Figure 84.
Figure 85.
Figure 86.
Figure 87.
Figure 88.
Figure 89:
Figure 90.
Figure 91.
Figure 92.

View Voucher EVENt LOG Page........ccooiiiiiiiii et 99
Voucher Event Details REPOIT OUIPUL. .........uuuuuuuiiiiiiiiiiiiiiiiiiiiieiiiiiiseieeneeneeieeeeneeneenees 99
View Vouchers in Progress from REPOIS...........uuuuurriiiiiiiiiiiiiiiiiiiiieiiiiiinneieeeeeneeneens 101
View Vouchers [N ProgreSS Page.......ccoiviviiiiiie et 101
In Progress View Voucher Event Log Page..........coooviiiiiiiiiiiieiie e, 102
In Progress Voucher Event Details Report OULPUL.............uuuuuiiiiiiiimiiiiiiiiiiiiiiiiiinnnns 102
Select Administration>Manage FI>Financial Institution>View.............cccccoooeeeeiiinn. 105
Select Financial INSttution PAge ..........oiiiiiiiiiiiiie e e e e aanees 105
RV A = 3 I T - 1| 106
View Financial INStitution Detall...........cooveeiiiiiiii e 107

Version 1.3/Septemer2012



Financial Management Service OTCnet Participant User Guide- FI Viewer

Audience, Overview and Topics

Audience
The intended audience for the Financial Institution (FI) Viewer Participant User Guide includes:

= Financial Institution Viewer

Overview
Welcome to the Financial Institution Viewer Participant User Guide. In this guide, you will learn:
»= The introduction to OTCnet
= The overview of the OTCnet Participant User Guide content
= How to log onto OTCnet
= How to access your User ID and reset your Password
= How to navigate the OTCnet home page
= The purpose of viewing deposits
= How to view a deposit draft
= How to view a deposit awaiting approval
= How to view a submitted deposit
= How to view a confirmed deposit
= How to view a deposit adjustment
= How to view a rejected deposit details
= How to search for and locate deposits using one or more search criteria
= How to download deposit voucher(s) as an XML or CSV file
= The purpose of searching adjustments
= How to search and locate adjustments using one or more search criteria
= How to download adjustment voucher(s) as an XML or CSV file
= The purpose of viewing reports
= The various types of reports you can access by role

= The types of Business and Administration reports

Version 1.3/September 2012 Deposit Processing and Reporting 1
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= The detail each report provides and how to view and download those reports

=  How to view a Financial Institution

Topics
This guide is organized by the following topics:
= Topic 1. Introduction to OTCnet
= Topic 2. Overview of OTCnet Participant User Guide Content
= Topic 3. Logging on to OTCnet
= Topic 4. Accessing a User ID and Resetting Passwords
= Topic 5. Navigating the OTCnet Home Page
= Topic 6. Viewing Deposits
= Topic 7. Searching Deposits
= Topic 8. Searching Adjustments
= Topic 9. Viewing Reports
= Topic 10. Reports by Access Type
= Topic 11. Types of Business and Administration Reports
= Topic 12. Viewing Report Detail

= Topic 13. Viewing Financial Institutions

2 Deposit Processing and Reporting Version 1.3/September 2012
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Topic 1. Introduction to OTCnet

Overview

The Financial Management Service (FMS) Over the Counter Revenue Collection Division
(OTCD) provides Over the Counter Channel Application (OTCnet™) financial services to
facilitate the prompt electronic processing and reporting of deposits and transaction activity.
OTCnet financial services include retail transactions made at agency offices, face-to-face
collection points, and point of sale (POS) locations throughout the US and abroad.

OTCD oversees the systems, networks, and program infrastructure which enables us to provide
world class OTCnet financial services to include the collection of checks, cash and coins
transacted at agency POS locations around the globe. OTCD is responsible for implementing a
coordinated government wide strategy for the collection of over the counter transaction and
deposit activity (cash, card, check, foreign checks/currency, seized currency), and the transition
from paper checks to electronic mechanisms.

OTCnet financial services is a secure web-based system combining the functionality and
features of two former applications, Paper Check Conversion Over the Counter (PCC OTC),
which electronically processed US checks presented for cashing or payment; and Treasury
General Account Deposit Network (TGAnet), which processed US currency, foreign currency
cash and foreign check item deposits. OTCnet financial services offers agencies superior
customer service and high quality e-commerce solutions for collections and reporting needs.

OTCnet financial services will:
e Electronically process US checks presented for cashing, payment or deposit
e Process US currency, foreign currency cash and foreign check item deposits
e Automate the collection and settlement process
¢ Provide online reporting and research capability for reconciliation and inquiries

¢ Improve deposit history record keeping

Version 1.3/September 2012 Deposit Processing and Reporting 3
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OTCnet Elements

OTCnet is comprised of three elements; (1) Administration, (2) Check Capture, Check
Processing and Reporting and (3) Deposit Processing and Reporting. The Administration
element is a component of the Check Capture, Check Processing and Reporting as well as
Deposit Processing and Reporting, as demonstrated in Figure 1 below.

Figure 1. OTCnet Elements

Administration, Installation,
Set up and Management

Check Capturing, Processing
and Reporting

Deposit Processing and
Reporting

The three elements of OTCnet are defined as follows,

1. Administration: allows for those with administrative permissions to install, setup users,
and manage OTCnet

2. Deposit Processing: permits Federal agencies the ability to create and submit deposits
for confirmation. This platform also allows for Financial Institutions to confirm those
deposits and create adjustments electronically. Deposits can be created for US
currency, foreign cash and foreign check items

3. Check Capturing, Check Processing: converts personal and business checks into
electronic fund transfers. Transactions can be consumer, consumer accounts receivable,
and business transactions. This is not an element of OTCnet you will use.

OTCnet Process Flow: Deposit Processing and Reporting

Deposit Processing electronically collects and automates US and Foreign funds which facilitates
the classification of Treasury collections on a daily basis.

FI Commercial Process Flow

As shown In Figure 3 below, the Deposit Preparer electronically fills out the SF215 (deposit
ticket) using OTCnet and prints out the deposit ticket. The bank deposit ticket, SF215 (deposit
ticket), cash, and checks (US and foreign) are taken to your Financial Institution (FI). At the FlI,
the Deposit Confirmer confirms the deposit, rejects the deposit or creates an adjustment to the
deposit using OTCnet.

4 Deposit Processing and Reporting Version 1.3/September 2012
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OTCnet sends deposit voucher information to Transaction Reporting System (TRS) for reconciliation and makes it available to CASHLINK 1.
CASHLINK 11 obtains the reconciled deposit data from TRS and makes it accessible in 0TCnet for agency retrieval.

FRB Process Flow

As shown in Figure 2 below, the Deposit Preparer electronically fills out the SF215 (deposit
ticket) using OTCnet and prints out the deposit ticket. The bank deposit ticket, SF215 (deposit
ticket), cash, and checks (US and foreign) are taken to your Financial Institution (FI). At the FlI,
the Deposit Confirmer confirms the deposit, rejects the deposit or creates an adjustment to the
deposit using OTCnet.

FRB CASHLINK receives deposit information from OTCnet, facilitates settlement with the US Treasury and sends the information to TRS for
reconciliation and makes it available to agencies through 0TCnet, which also sends deposit voucher information to TRS.

Figure 2. Deposit Processing and Reporting Process Flow
FI COMMERCIAL

Financial Institution

li Deposit Confirmed/Adjusted

CASHLINK 1l

Agency
Deposit Created

Agency
DEDOS> frealni

FRB
. . OTCnet
FR

B CASHLINK

Financial Institution f

Deposit Confirmed/Adjusted

The Deposit Preparer and Deposit Viewer can access 0TCnet to view their deposit ticket information, as well as access reports,
receive rejections, and view adjustments.

OTCnet End Users

In OTCnet, there are three functional areas which allow users to focus on relevant tasks. The
role you will hold is based on the types of tasks you will perform. You may perform tasks that fall
under the following functionality of OTCnet; (1) Administration, (2) Check Capture, Processing
and Reporting and (3) Deposit Processing and Reporting.

Under Administration, six users with varying degrees of permission can perform administrative
duties which include tasks such as user management and system installation activities. They
include a Check Capture Administrator, Check Capture Supervisor, Primary Local Security

Version 1.3/September 2012 Deposit Processing and Reporting 5
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Administrator, Local Security Administrator, Accounting Specialist and Local Accounting
Specialist.

For Check Capture, Processing and Reporting access, seven roles have permission to capture
checks, process checks, access reports or edit /view the MVD.

Those who carry Deposit Processing and Reporting roles, can create deposits, approve, confirm
(reject or adjust), and/or view information. There are a total of five users who can perform these
functions. See Figure 3 for details.

Figure 3. User Roles

Administration Check Capture/ Check Deposit Processing and
Processing and Reporting Reporting

Agency Agency Agency

»  Check Capture Supenisor * Check Capture Operator * Deposit Preparer

*  Check Capture Administrator * Check Capture Lead Operator » Deposit Approver
= Check Capture Supenvisor = Viewer

= *Batch Approver

Financial Institution/ Federal * "Batch Uploader Financial Institution/ Federal
Reserve * Master Verification Database (MVD) Reserve
*  Primary/ Local Security Administrator Editor * Deposit Confirmer
»  Master Verification Database (MVD)

»  Accounting Specialist’ Local v Viewer

Accounting Specialist Viewer

* Considered sub-roles. Assigned fo users with exising roles

The next page details the OTCnet Deposit Processing and Reporting roles with their associated
permissions. Figure 4 provides a breakdown of permissions at the Federal Program Agency
level as well as the Financial Institution / Federal Reserve Bank Financial Institution level. They
include Primary Local Security Administrator, Local Security Administrator, Accounting
Specialist, Local Accounting Specialist, Deposit Preparer, Deposit Approver, Viewer and
Deposit Confirmer.
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Role »

Figure 4. Deposit Processing and Reporting Roles
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Topic 2. Overview of OTCnet Participant User Guide

Content

Introduction

This OTCnet Participant User Guides are intended to provide you with the skills you need to use
OTCnet, a system by which users can capture and process checks, and/or process deposits.
Users with appropriate permissions can install, setup, and manage OTCnet.

The Participant User Guide can be used independent of or in conjunction with the OTCnet Web-
based Training (WBT) or Instructor-led Training (ILT). The Participant User Guides are
accessible through the OTCnet web site, OTCnet application help link site or through the Library
button located within the WBT.

The Participant User Guides offer a series of 31 functions related Chapters with individual topics
for Administration, Deposit Processing and Check Capture and Processing. Each OTCnet
Participant User Guide topic includes a textual description of the task addressed, with
screenshots as necessary, and ends with a wrap-up steps section providing step-by-step
instructions for completing the task as appropriate.

Each Chapter contains additional space designated for note-taking if you choose. Although
separated by segment, the User Guides may be printed individually or as one complete manual.
You are not required to complete all 31 Chapters, but it is highly encouraged that you access
the Chapters that pertain to your user role.

In addition to the above mentioned guides that you may access, this OTCnet Participant User
Guide was created to support Financial Institution Viewer specific instruction. Below, you will be
introduced to the related Deposit Processing OTCnet functionality.

8 Deposit Processing and Reporting Version 1.3/September 2012
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Administration Participant User Guide

Eight Chapters make up the Administration Participant User Guide. These include Check
Capture, Check Processing and Deposit Processing Administrative functionality. Table 1
describes the related concepts covered in each Chapter:

Table 1. Administration Chapters

Chapter

Description

1. Introduction to OTCnet and
Overview of OTCnet Participant
User Guide Content

In this Chapter, you will learn about the
background of OTCnet, the element and
process flows that make up OTCnet as well as
overview of the Participant User Guides.

2. Accessing and Navigating OTCnet

In this Chapter, you will learn how to log on,
establish security settings and how to use the
OTCnet Main Page.

3. Managing User Accounts

In this Chapter, you will learn how to create a
user account, update a user account, and assign
user privileges

4. Managing Your Agency’s
Hierarchy

In this Chapter, you will learn how to create a
hierarchy, designate an OTC Endpoint, establish
a Financial Institution relationship, and
designate a check capture location.

5. Configuring Deposit Processing
Settings

In this Chapter, you will learn how to create,
import and map accounting codes; establish
processing options and custom field labels; and
modifying a user defined field.

6. Viewing Financial Institutions

In this Chapter, you will learn how to view
Financial Institution details.

7. Configuring Check Processing
Settings

In this Chapter, you will learn how to set up,
modify and view a terminal configuration, view
an audit log and download firmware.

8. Installing Scanner and Offline
Functions

In this Chapter, you will learn how to a properly
install offline check capturing software; manage
offline check capturing; set up scanners; and
configure check capture settings in offline mode.

In addition to the Participant User Guides, the OTCnet Job Aid walks an Administrator through
the steps to setting up an organizational hierarchy and Check Capture and Processing
Administrative settings. These may be used in conjunction with the eight Administration

Chapters reviewed above.
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Deposit Processing and Reporting Participant User Guide

10 Chapters make up the Deposit Processing and Reporting Participant User Guide. Table 2
describes the related concepts covered in each Chapter:

Table 2. Deposit Processing Chapters

Chapter

Description

Introduction to OTCnet and
Overview of OTCnet Participant
User Guide Content

In this Chapter, you will learn about the
background of OTCnet, the element and
process flows that make up OTCnet as well as
overview of the Participant User Guides.

Accessing and Navigating OTCnet

In this Chapter, you will learn how to log on,
establish security settings and how to use
OTCnet Main Page.

the

Creating and Modifying Deposits

In this Chapter, you will learn how to create and
modify deposits.

Searching for Deposits

In this Chapter, you will learn how to search for
and download deposits.

Approving Deposits or Returning
Deposits to Draft

In this Chapter, you will learn how to approve
deposits or return deposits to draft.

Confirming, Rejecting or Adjusting
Deposits

In this Chapter, you will learn how to confirm
deposits, adjust deposits, or apply a credit/ debit
adjustment for US Currency and Foreign Check
Items.

Managing Adjustments

In this Chapter, you will learn how to create a
returned item adjustment for US Currency and
Foreign Check Items.

Searching Adjustments

In this Chapter, you will learn how to search and
download adjustments.

Viewing Reports

In this Chapter, you will learn how to view and
pull administrative and business reports.

10. Viewing Deposits

In this Chapter, you will learn how to view
deposit drafts, deposits awaiting approval,
confirmed deposits, deposit adjustments,
rejected deposit details, submitted deposits and
how to download vouchers.

Deposit Processing and Reporting
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Topic 3. Logging On to OTCnet

To access OTCnet you must have your FMS Single Sign On User ID and password. To obtain
your user ID, contact your Primary Local Security Administrator (PLSA) or your Local
Security Administrator (LSA). After your User ID is created, you will receive an email with a
temporary password.

The first time you log into Single Sign On, you will be required to change your password, accept
the Rules of Behavior, provide challenge and response questions used for secondary
authentication, and enter a shared secret that is used when calling the FMS Help Desk.

You must first accept the Rules of Behavior, answer the challenge questions and shared secret,
before accessing OTCnet.

How to Log On for the First Time

Once you have received your User ID and generic password, you will want to access the
OTCnet application to create a permanent password.

1. Access https://otcnet.fms.treas.gov. and enter your User ID and Password in the
appropriate text boxes, and click Log In as shown in Figure 5 below.

Figure 5. FMS Single Sign On Page
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2. The Password Change: Create New Password page appears. Enter your temporary
Password, New Password, and Confirm New Password. See Figure 6 below.

Password Criteria
a. Must be at least 8 characters long
Must contain at least one upper case letter
Must contain at least one lower case letter
Must contain at least one numeric character
Must not repeat any of your last ten passwords.
Must not have been your password during the last ten days
Must not be a word in a language, slang, dialect, or jargon
Must not be related to personal identity, history, environment, or other personal
associations
Must not be shared or displayed in plain view.

S@"oooC

Click Change Password. A confirmation page appears stating your new password has
been set. Click Continue.

Figure 6. Password Change Page

-
fms
Enterprise Single Sign On

Single S On Pacswant Services

Password Change:
Cruate o New Uasswond

Change Password | | Hasat | Cancel |
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3. The GSS Rules of Behavior page appears. Read and accept the GSS Rules of Behavior

by clicking all the check boxes. Click Accept or Cancel as shown in Figure 7.

If Cancel is clicked, you will be logged out of OTCnet. If you attempt to login to OTCnet
again, the GSS Rules of Behavior page appears.

Figure 7. GSS Rules of Behavior Page

M-m—mumﬂ“mmdwwa-cnm- o FME appdcanien

rules.

¥ 12, You must not browse, search or reveal FMS system information except in accordance with that which is required to §
vour legitinate tasks or assigned duties. You must not retrieve mformation, of in any other way disclose mformation, for som|
does pot bave authority to access that sdormation

¥ 13. By your signature or electronic acceptance (such as by clicking an acceptance button or the screen), you must agree

M 14 You should contact your FMS Ieformation System Security Office or the FMS Senvice Desk (202-874.4357,
fmsservicedesk @ fins treas gov) € you do not understand any of these rules

T have rusd tha sbove Rules of Babavior for Extarnal Users of Fiasscial mansgemant Service (FMS) Systerma, By my slectronic accastance and'er aign|
acknowtecse 3nz agres that my S<CeRs t the FMS system (s coversd by, and 3ubject to. such Reles. Further, [ ackncwiecge and sccept that amy viala

Thase Aules may 2ubiect ma te Civil ANE'ar CAmnAl 3ETSRE 3G TAAT FMS retams the NGAL 31 I3 Koke SECIeton. 13 Tarminate. Cancel or sespend my o4
FVS syatem(s] ot any Uima, withiut sotice,

[T} e |

4. The Need to Change your Password Challenge Response page appears. Click

Continue. See Figure 8 below.

You will not be able to proceed to OTCnet until the Rules of Behavior are accepted; the
Challenge questions and Share Secret are set.

Figure 8. Need to Change Your Password Challenge Response Page

Rrderechion Warniag

awd to Chasge viur Fanswend Challeoge Respease

W v baws re-diracted ta this pege bacours yau nead te changa yoar pasrwscs challangs respansa

data. This i3 o mandatery ooa-tima sacunty masiuns dusigned ta aaiiat uien in relstting Forpetiem
paddwsrdd.

5. The Change Challenge/Response — Select and Provide Reponses to Questions page
appears. Select any three challenge questions you want to response to by clicking the

check boxes next to the questions.
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Provide you responses in the Response and Confirm Response fields. Each
response must be at least three characters long and are case sensitive. Click
Save My Questions and Responses. See Figure 9 below.

Figure 9. Select and Provide Responses to Questions Page

p Single Sign On
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feat sccasned your pecoeat. This screes sllaws yoa to peovide tha resgor ses that the Self-Senvice Accoont hnm hue process regquires. Select and
pravide respsases o any 3 of the chl“oo suestizas balzw. Plesze esaire that sach respzase is urigee and at lasst 1 characters lzo; and then click

Save Ny R Note B 19 any 3 sfthe challanges Befon, g each resp I5 wnigee ang atleast 3
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6. A Change Shared Secret page appears. Enter a Shared Secret phrase and Confirm

Shared Secret phrase (see Figure 10 below). The shared secret phrase must be at
least three characters.

You will not be able to proceed to OTCnet until the Challenge questions and Share
Secret are set. Click Save My Shared Secret as shown in Figure 10.

Figure 10. Challenge Shared Secret Page

!
Sign On |

ange )talhd Secret

Vour Shared Secret is used by the Helz Desk pecsennal t2 verify your idantity when you call tham. Az that time. you need t2 t2 provide
this shared seceet. This screen allows you to set the Shaced Secret chrase. Slease ensure that the shared sacretis ot least 2

CRaracters long and than click Save My Shared Secret butten.
Shared Secret Coafitm Shared Secret

Swva My Shared Secrae || Cancel |
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7. A confirmation page appears showing the challenge questions and responses and your
new shared secret were successfully saved. Click Logout, then Close Browser as
shown in Figure 11 below.

Figure 11. Logout and Close Browser

Enterprise Single Sign On

Change Challenge/Response

“our new challenge questions and responses, as well as your new shared secret have been successfully saved,

|\ Please wait 15 minutes prier to accessing your application,
sy

Logout

Enterprise Single Sign On

Goodbye and have a nice day.

You have successfully logged out. Te end your session securely, please close your
browser.

After your challenge questions and responses as well as your shared secret are successfully
saved, wait 15 minutes prior to accessing OTCnet.
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&

Steps for Logging On to OTCnet the First Time

To log in to FMS Single Sign On (OTCnet) for the first time, complete the following steps:

1.

2.

Access https://otcnet.fms.treas.gov.

Enter your User ID and Password in the appropriate text boxes, and click Log In. The
Password Change: Create New Password page appears.

Enter your temporary Password, New Password, and Confirm New Password.

Password Criteria
a. Must be at least 8 characters long
Must contain at least one upper case letter
Must contain at least one lower case letter
Must contain at least one numeric character
Must not repeat any of your last ten passwords
Must not have been your password during the last ten days
Must not be a word in a language, slang, dialect, or jargon
Must not be related to personal identity, history, environment, or other personal
associations
i. Must not be shared or displayed in plain view

S@ "o ao0oT

Click Change Password. A confirmation page appears stating your new password has
been set.

Click Continue. The GSS Rules of Behavior page appears.
Read and accept the GSS Rules of Behavior by clicking all the check boxes.

Click Accept or Cancel. The Need to Change your Password Challenge Response
page appears.

®Application Tip

If Cancel is clicked, you will be logged out of OTCnet. If you attempt to
login to OTCnet again, the GSS Rules of Behavior page appears. You
will not be able to proceed to OTCnet until the Rules of Behavior are
accepted; the Challenge questions and Share Secret are set.

Click Continue. The Change Challenge/Response — Select and Provide Reponses to
Questions page appears.

Select any three challenge questions you want to respond to by clicking the check boxes
next to the questions, and provide your responses in the Response and Confirm
Response fields.

16
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@Application Tip

Each response must be at least three characters long and are case
sensitive.

10. Click Save My Questions and Responses. A Change Shared Secret page appears.

11. Enter a Shared Secret phrase and Confirm Shared Secret phrase.

@Application Tip

The shared secret phrase must be at least three characters. You will not be
able to proceed to OTCnet until the Challenge questions and Share Secret
are set.

12. Click Save My Shared Secret. A confirmation page appears showing the challenge
guestions and responses and your new shared secret were successfully saved.

13. Click Logout.

@Application Tip

After your challenge questions and responses as well as your shared secret
are successfully saved, wait 15 minutes prior to accessing OTCnet.

14. Click Close Browser.
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Log On to OTCnet

Once you have changed your password, responded to the challenge questions, and established
a shared secret, you can log in to OTCnet to access functionality for one or more of the
following:

e Administration
e Deposit Processing and Reporting

e User Identity (ID) and Reset Password

1. Access https://otcnet.fms.treas.gov. and enter your User ID and Password in the
appropriate text boxes, and click Log In as shown in Figure 12 below.

Figure 12. FMS Single Sign On Page
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2. The OTCnet Home Page appears. See Figure 13 below.

Figure 13. OTCnet Home Page

Home | MyProfie | Traning | Print | Hel | LogOut

.39 OTCnet’ T

sits Mode Simpl

i | Deposit Processing I Check Processing i Administration | Reports _
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Topic 4. Accessing a User ID and Resetting

Passwords

If you forget your User ID, you can have your User ID emailed to you. If you forget your
password, you can have a temporary password emailed to you. Once you sign in with your
temporary password, you will need to reset it.

Access a User ID

1. From the Single Sign On page, click on the Forgot your User ID? link shown in
Figure 14 below.

Figure 14. Single Sign On Page (Forgot Your User ID? Link)
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2. The Treasury Self Service page appears. Enter the words you seen in the image in the
text box and click Next (see Figure 15).

Version 1.3/September 2012 Deposit Processing and Reporting 19



OTCnet Participant User Guide- FI Viewer Financial Management Service

If you want to receive a new image of the text, click on New Image. To hear the set of
words and enter them in the text box, click Audio Test. You can click on Help to receive

detailed instructions.

Figure 15. Treasury Self Service Page (Enter Image of Text)

Treasury User Provisioning

Treasury Self Service
uStyon (Awumn

In the space below, enter the words that you see in the image above.

Next=> | [ancel

3. Enter your email address and click Next (shown in Figure 16 below). A confirmation
page appears showing your request for your User ID has been completed.

Figure 16. Forgot User ID (Enter Email Address)

Forgot User ID

Please Enter the Email || #
Address

Next=> _Cance\

®Application Tip

Additional button on the page that helps you perform other tasks:
e Click Cancel to return to the Single Sign On page. No data will be saved.
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Resetting Passwords

1. From the Single Sign On page, click on the Forgot your Password? link as shown in

Figure 17 below.

Figure 17. Single Sign On Page (Forgot Your Password? Link)
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2. The Forgot your Password page appears. Click the Click Here link for FMS Employees
and Non-FMS Employees who use ITIM (see Figure 18 below).

Figure 18. Forgot Your Password Page

FMS Employees and Non-FMS Employees who use ITIM: Pleage click here to [answer your challenge guestions.

Non-FMS Employees who use Treasury User Provisioning System (UPS): P|Eaman5‘r{er your challenge questions.

Accessibility | Contacts | Privacy Policy

Drepartment of the Treasury - Financial Management Service

U. £

S.
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3. The Self-Service Account/Password Reset page appears. Enter your User ID and click
Submit (see Figure 19 below).

You will receive an email to your official email address with further instructions to

complete the Self-Service Account/Password Reset process. Click Close Browser as
shown in Figure 19.

Figure 19. Self-Service Account/ Password Page

Arewer Chalenga/Response Questions - Enfer User 1D
In ordar 16 me-actw your secount nd resel your pastward, you wil o covide the responsed to the Chalange/Redpanis Qiesitons you 981 up whes you
first accessed your account. To begn, plesse enter your User [0 then chok Submit rder io recerve am ernal with farther Fstructons
You may chok Cancel f you do not wesh to continue
nr P —
User B

Submt |  Cncel Closs Brovasr
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Topic 5. Navigating the OTCnet Home Page

The OTCnet home page allows a user to process deposits, capture checks, process checks,
view reports, and perform administrative and security functions. Additionally, a user can access
information for training, help and update their profile. The OTCnet home page is accessible by
users who can either view or perform any of the functionality above.

OTCnet Main Menu

To access the OTCnet Main Menu, log in with your User ID and Password by accessing
https://otcnet.fms.treas.gov. Table 3 below provides a list of the Main Menu options are
available to you and accessible on the upper right corner of the OTCnet application (highlighted
in yellow).

Table 3. Main Menu Link Descriptions

Link Description
Home Allows a user to return to the OTCnet home page.
My Profile Allows a user to retrieve his or her User ID or reset a Password.
Training Allows a user to access the WBT training and other corresponding
training materials.
Print Allows a user to print the page.
Help Allows a user to access help for the page they are on.
Log Out Allows a user to log out of OTCnet.
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For an image of the Main Menu, see Figure 20 below. The links are accessible on the upper
right side of the OTCnet home page.

Figure 20. OTCnet Main Menu Page

Return to OTCnet training  Help for this
home page materials page
Home | My Profie | Traming | Print | Hel | LogOut

OTCnet s

Deposits Made Simple
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My Profile Page Training Page Help Page
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Deposit Processing Tab Functionality

To access the OTCnet Deposit Processing functionality, log in with your user id and password.
Table 4 below provides a list of the Deposit Processing functions that are available to you.

Table 4. Deposit Processing Tab Descriptions

Function

Description

Create Deposit

Allows a user to create deposits for US Currency, Foreign Check Items,
and/or Foreign Currency Cash.

Search Deposits

Allows a user to search for deposits.

Search Adjustments

Allows a user to search for adjustments.

Create Returned
Item Adjustment

Allows a user to create a returned item adjustment.
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For an image of the Deposit Processing tab, see Figure 21 below. Depending on your user role,
you may not see all functionality shown in the image.

Figure 21. Deposit Processing Tab

f Home | My Profie | Training | Print | Help | Log Out
Deposits Made Simple W Connection Status: Online
posits Made Simple
Weicome,
Create Deposit v Search Deposits Search Adjustments Create Returned Item Adjustment v
Create Deposits for US Search for Search for Create Returned Item
Currency/Checks, Foreign Deposits Adjustments Adjustments

Check Item and Foreign
Currency Cash

Check Processing Tab Functionality

Table 5 below provides a list of the Check Processing functions that exist within OTCnet.

Table 5. Check Processing Tab Descriptions

Function Description

Manage Verification | Allows a user to search and/or create an MVD record.

CIRA Query Allows a user to view and/or modify a CIRA record.

Batch Management | Allows a user to search, view, close, approve and submit a batch. A
user may edit and void an item within a batch with the proper

permission.
Check Scan Allows a user to scan checks.
Transmission Allows a user to view transmission history for batches that are uploaded
History from the offline check capture application.
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For an image of the Check Processing tab, see Figure 22 below. You may not have access to
this functionality at this time.

Figure 22. Check Processing Tab

OTCnet’

Deposits Made Simple

. Deposit Processing [ Check Processing “ Administration

Home | My Profie | Training | Print | Hed | Log Out

s Connection Status: Online

Weicome,

Manage Verification v CIRA Query v Batch Management Check Scan Transmission History
Search/Create MVD Modify or View Search/ Scan Transmission
Records CIRA Records Submit Batch Checks History

Administration Tab Functionality

To access the OTCnet Administration functionality, log in with your user id and password. Table
6 below provides a list of the Administration functions that are available.

Table 6. Administration Tab Descriptions

Function

Description

Manage

Organizations

Allows a user to manage Organization Hierarchy, Accounting Codes,
Custom Labels, Processing Options, and User Defined Fields.

Manage Fl

Allows a user to create and/or modify a Financial Institution, transfer Fl
RTN Numbers, transfer CA$SHLINK accounts, and maintain FRB
CA$HLINK accounts.

Manage Users

Allows a user to manage OTCnet user accounts.

Management

Allows a user to manage OTCnet processes.

Manage Check

Allows a user to manage terminal configuration and forms.

Processing
Audit Allows a user to review the audit log history.
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For an image of the Administration tab, see Figure 23 below. Depending on you user role, you
may not see all functionality shown in the image.

Figure 23. Administration Tab

c Home | MyProfie | Training | Print | Hep | Log Out
Deposits Made Simple s Connection Status: Online
Welcome,
. Deposit Processing l Check Processing F Administration ] Reports _
Manage Organizations v Manage Fl v Manage Users Management v Manage Check Processing v Audit
Manage Organizational  Create/ Modify ~Manage User ~ Management Management Audit Log
Hierarchy, Accounting Fl and Accounts of OTCnet of Terminal
Codes, Custom Labels, CASHLINK Processes Configuration
Processing Options and Accounts and Forms

User Defined Fields

Reports Tab Functionality
To access the OTCnet Reports functionality, log in with your user id and password. Table 7

below provides a list of the Reports functions that are available to you. Depending on your user
role, you will only see reports that you have access to view and download.

Table 7. Reports Tab Descriptions

Function Description

Deposit Processing | Allows a user to view and download Business, Security and
Reports Administration reports.

Check Processing Allows a user to access Check Processing reports. You may not have
Reports access to this functionality at this time.
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For an image of the Reports tab, see Figure 24 below. Depending on you user role, you may not
see all functionality shown in the image.

Figure 24. Reports Tab

TC t”' | Home | MyProfie | Training | Print | Help | Log Out
Deposits Made Simple wes Connection Status: Online |
Welcome,
Deposit Processing Check Processing Administration Rep
Deposit Processing Reports Check Processing Reports
. x
\\
Business, Security and Check Processing
Administration Deposit Reports

Processing Reports
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Topic 6. Viewing Deposits

As a Financial Institution Viewer, you can view deposit vouchers. You may view deposits to
locate those in process or see deposit transactions belonging to others in the organization.

You will you have permission to only view certain deposits. The deposit Status types available
for viewing are included in Table 8 below.

Table 8: Deposit Statuses

Draft A deposit that is saved for modification at a later date by a Deposit Preparer

Awaiting Approval | A deposit that is waiting for deposit confirmation by a Deposit Approver

Submitted A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer

Confirmed A deposit that has been reviewed and then confirmed by a Financial
Institution or FRB

Rejected A deposit that is returned by a Financial Institution or FRB to the Deposit

Preparer to create a new deposit
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View a Deposit

1. Click the Deposit Processing tab and click View Deposits (see Figure 25 below).

Figure 25: Select View Deposits

Deposit Processing

Create Deposit Search Deposits Search Adjustments View Deposits

2. The View Deposits page appears. Click the Voucher Number of the deposit whose
details you would like to view (see Figure 26 below). If applicable, you may select a
status with Draft, Awaiting Approval, Submitted, Confirmed, or Rejected.

Figure 26. View Deposits Page

= Deposit Transactions
Following are deposit transactions for your organization, in reverse chronological order.
Select the voucher number of the deposit you would like to view additional details.
<= 1-10 > == of 14 Records
Voucher Status Sul?:l?:ted Our?fil‘::led Endpoint ALC Adj. D:Et:::it
600620 DRAFT PHI 20092800 100.00
600600 DRAFT PHI 20092800 2.00
600602 DRAFT PHI 20092800 1,500.00
600622 AWAP PHI 20092800 100.00
600621 SUBMITTED 03/07/2010 PHI 20092800 100.00
600304 SUBMITTED 02/03/2010 L2 18000005 39.79
FOCash
600501 REJECTED 02/04/2010 L2 00003020
FOCheck
600460 REJECTED 02/02/2010 PHI 20092800 150.00

You may also want to view a deposit with an Adj. (Type). See Figure 27 below to click
on the Voucher Number for the Adj. (Type) you want to view.

Figure 27. View Voucher with Adj. (Type)

Voucher \[;gltjé:her gz:);: goe::on ALC mpe] Debit/ Credit :dngﬁznt:ent
03/07/2010  03/07/2010  AcctClosed 0000203 R D $100.00
600520 02/04/2010  02/04/2010 NSF 14100099 R D $1.00
600441 01/27/2010  02/02/2010  Extraltem 2009280 Cc $14.00
600440 01/27/2010  02/04/2010  Extraltem 20092800 £ $10.00
600410 01/22/2010  01/22/2010  EncodeErr 36001200 D $500.00
600408 01/22/2010  01/22/2010  EncodeErr 20180009 £ £500.00
600404 01/22/2010  01/22/2010 Missingltm 00002031 D $500.00
600402 01/22/2010  01/22/2010  Extralem 00002031 C $500.00
600382 01/21/2010  01/21/2010 Missingltm 00002031 D $500.00
600276 01/15/2010  01/15/2010 Missingltm 70050474 D $500.00
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®Aoplication Tip

There are two sections on the View Deposits page. The My Deposits in
Process section displays your current deposits. The Deposit Transactions
section displays your deposit history. Depending on your user role, the page
displays deposits on the My Deposits in Progress page. If you have the
Viewer role, the My Deposits in Progress will not appear

®Application Tip

If your Financial Institution makes an adjustment to a deposit it appears in
the Adj. (Adjustment) column of the Deposit Transactions section of the
table. To view additional details, click the appropriate Voucher Number.
The View Confirmed Deposit page appears. Under Adjustment
Information, click the Voucher Number to view the deposit adjustment
details.
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&= View a Deposit

To view a deposit, complete the following steps:
1. Click the Deposit Processing tab.

2. Click View Deposits. The View Deposit page appears.

@Application Tip

There are two sections on the View Deposits page. The My Deposits
in Process section displays your current deposits. The Deposit
Transactions section displays your deposit history. Depending on
your user role, the page displays deposits on the My Deposits in
Progress page. If you have the Viewer role, the My Deposits in
Progress does not appear.

3. Click the Voucher Number of the deposit whose details you would like to view.

@Application Tip

If your Financial Institution makes an adjustment to a deposit it
appears in the Adj. (Adjustment) column of the Deposit
Transactions section of the table. To view additional details, click the
appropriate Voucher Number. The View Confirmed Deposit page
appears. Under Adjustment Information, click the Voucher Number
to view the deposit adjustment details.
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®Application Tip

Additional buttons on the page help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data
will be saved.

e Click Confirm to confirm a deposit (Visible if a user has
Deposit Confirmer privileges)

e Click Clear to clear all data fields and reset to the default
selections.

e Click Delete to eliminate the deposit. (Visible if a user has
Deposit

e Preparer privileges.)
e Click Print Deposit Ticket to print a formatted deposit ticket.

e Click View Voucher Event Log to view the history of the
deposit voucher.

e Click Voucher Event State to view voucher details.

e Click Next to advance to the next page.

e Click Previous to return to the previous page.

e Click Return Home to return to the OTCnet Home Page.

e Click Reject to reject a deposit (Visible if a user has Deposit
Confirmer privileges.)

e Click Save as Draft to save the information without submitting
the deposit (Visible if a user has Deposit Preparer
privileges.)

e Click Submit to complete the process and display the
Confirmation page. (Visible if a user has Deposit Approver
privileges.)

e Click Update CAN/ACCT Key to update the account number
assigned to a deposit. (Visible if a user has Deposit Confirmer
privileges.)

e Click Add Adjustment to adjust a deposit. (Not visible for
Foreign

e Check Items.)
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Topic 7. Searching Deposits

As a Financial Institution Viewer, you can search for a deposit voucher as well as download
and save the searched deposit voucher(s) as a XML or CSV file.

To search for a deposit, select the Search Deposits function. The Search Deposits function
enables you to search for a deposit voucher using one or more criteria. If you do not specify any
criteria, the search results will include all deposits in the system that you have access to view.
You can run additional searches; the Search Results table that appears will be cleared and re-
populated with the results of the new search. See Table 9 below for search criteria fields.

Table 9: Search Criteria Fields

Search Criteria Groupings Search Criteria Fields
Search Conditions

Organization

OTC Endpoint

ALC

Prepared by

Voucher Number

Deposit Status

Agency Block 6

Deposit Type

From and To Date

From and To Date

From and To Total

Routing Transit Number
Demand Deposit Account
CASHLINK Il Account Number
FRB Account Key

FRB Cost Center Work Unit

Voucher Date
Deposit Date
Deposit Total
Financial Institution Information

Under the Search Deposits function, if you run a search without specifying any criteria, the
search results include all deposits in the system that you have access to view (see Table 10
below).

Table 10: Search Results Deposit Statuses

Draft A deposit that is saved for modification at a later date by a Deposit Preparer

Awaiting A deposit that is waiting for deposit confirmation by a Deposit Approver

Approval

Submitted A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer

Confirmed A deposit that has been reviewed and then confirmed by a Financial
Institution or FRB

Rejected A deposit that is returned by a Financial Institution or FRB to the Deposit
Preparer to create a new deposit
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Search and Locate Deposits Using One or More Criteria

1. Click the Deposit Processing tab and select Search Deposits to enter the search
criteria for your deposit (see Figure 28 below).

Figure 28: Search Deposits

i Deposit Processine

Create Deposit «

Search Deposits Search Adjustments View Deposits

2. Enter the optional search criteria for the deposit you would like to view, and click
Search.

Search Conditions fields (see Figure 29) include selecting the,
e Select an Organization from the drop-down list
e Select an OTC Endpoint from the drop-down list
e Select Deposit Status from the drop-down list
e Enter an ALC (Agency Location Code) in the field provided
e Enter the Prepared by name in the field provided
e Enter a Voucher # in the field provided
e Enter Agency Use (Block 6) details in the field provided

e Select Deposit Status from the drop-down list
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Figure 29: Search Conditions

Search Deposit
Enter search criteria for the depasit(s) you would like to view.

- Search Conditi

Organization:

[Select - =1

OTC Endpoint:

ISEIEI:(... =
ALC:

e —

Prepared by:
Voucher #:

Depasit Status:
ISeIect... =

Agency Use (Block 6):
(starts with)

Deposit Type:
Select. . -

Cancel Clear

Search

You may also search by entering Financial Institution Information which includes the
RTN (Routing Transit Number), DDA (Demand Deposit Account), CAN (CASHLINK
Account Number), FRB Account Key and FRB CCWU (Cost Center Work Unit).

See Figure 30 below.

Figure 30: Financial Institution Information

~ Financial Institution Information

FRB Account Key:

o

FRE CCW/U:

—

Cancel

Clear

Search
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You can search by selecting a Voucher Date or Deposit Date range. You may also
choose to search by a Deposit Total range (see Figure 31 below).

Figure 31: Voucher Date, Deposit Date and Deposit Total

- Voucher Date

From:

 Deposit Date

From:

r Deposit Total
From:

S

To:

—

Additional criteria search options for deposits include User Defined Field Information,
if designated by your agency (see Figure 32 below).

Figure 32: User Defined Field Information

v User Defined Field Information

— Deposit UDF
the bank employee:

the issue field:

e e

— Accounting Subtotal UDF
Kind of deposit:
Select... 'I

percent of cash deposit:

CEHCEI Clear
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3. The Search Results table appears (see Figure 33 below). Click the Voucher Number of
the deposit details you would like to view.

Figure 33: Search Results Table

a00362

ao00304

Go0302

600203

a00202

600201

Vnu;:her Status>

DRAFT

DRAFT

DRAFT

DRAFT

DRAFT

DRAFT

Date Date

Submitted Confirmed  Endpoint

PHI
L2 FOCash
PHI
L2 FOCash
L2 FOCash

L2
FOCheck

ALC

20092800

18000005

20092200

15000005

15000005

00003020

Adj. Depnslt Total
$200.00
$64.83
£1.00
$£950.00
$4,500.00
$

To download the information you retrieved when searching for deposits, refer to page

40, Downloading Deposit Information in this Topic.

Business Tip

See Chapter 10 of the Deposit Processing User Participant Guide,
Viewing Deposits, for additional ways you can search for deposit
information.
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&=~ Search for a Deposit

To search for a deposit, complete the following steps:
1. Click the Deposit Processing tab.
2. Select Search Deposit. The Search Deposit page appears.
3. Enter the search criteria for the deposit you would like to view, and click Search.

Under Search Conditions, optional

Select the Organization

Select the OTC Endpoint

Enter the ALC (Agency Location Code)
Enter Prepared by details

Enter the Voucher #

Select the Deposit Status

Enter Agency Use (Block 6) details
Select the Deposit Type

Enter the From and To Voucher Date
Enter the From and To Deposit Date
Enter the From and To Deposit Total

Under Financial Institution Information, optional

Enter the RTN (Routing Transit Number)

Enter the DDA (Demand Deposit Account)

Enter the CAN (CA$HLINK Il Account Number)

Enter the FRB Account Key (Federal Reserve Bank Account Key)
Enter the FRB CCWU (Federal Reserve Bank Cost Center Work Unit)

Under User Defined Field Information, if applicable, optional
e Enter the Deposit UDF (User Defined Fields)
e Enter the Accounting Subtotal UDF details

®Application Tip

User Defined Fields (UDFs) will only display to users who have
access to an organization that has previously defined UDFs. UDFs
will appear at the bottom of the page. Up to three UDFs can be
displayed for Deposit and two for Accounting Subtotal.
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4. The Search Results table appears. Click the Voucher Number of the deposit whose
details you would like to view.

®Application Tip

Click Download to save the search deposit results as an XML or CSV
file. To view detailed steps for downloading a search deposit, refer to
Download Search Results for a Deposit printable job aid.

@Application Tip

Additional buttons on the page that help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data
will be saved.

e Click Clear to clear all data fields and reset to the default
selections.

e Click Edit to modify the deposit draft. (Visible if a user has
Deposit

e Preparer privileges.)

e Click Previous to return to the previous page.

e Click Print Deposit Ticket to print a formatted deposit ticket.
e Click Return Home to return to the OTCnet Home Page.

e Click View Voucher Event Log to view the history of the
deposit voucher events.
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Downloading Deposit Information

After you have searched for your deposit, you can download the retrieved information.
To download the results of a deposit, first use the Search Deposits function.

1. Click the Deposit Processing tab and select Search Deposits to enter the search
criteria for your deposit (refer to Figure 28).

2. Enter the optional search criteria for the deposit you would like to view, and click
Search.

To search criteria under Search Conditions, refer to Figure 29.

To enter search criteria under Financial Institution Information details, refer to
Figure 30.

To enter User Defined Field Information details, refer to Figure 32.

3. The Search Results table appears. Click the Download button (see Figure 34 below).

Figure 34: Download Button

Click the voiicher number of the deposit you would like to view additional details. Download Search Results?
Download
== =1-6 = == of B Recards
Youcher Date Date ; ; Deposit Total
- Status» o ed Confirmed Endpoint ALC  Adj.Uep L
o00352 DRAFT PHI 20082800 $200.00
600304 CRAFT L2 FOCash 18000005 £64.83
600302 DRAFT PHI 20092800 £1.00
Go02023  CRAFT L2 FOCash 18000005 $950.00
Go0202  DRAFT L2 FOCash 18000005 $£4,500.00
600201 DRAFT L2 00003020 £
FOCheck
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Figure 35: File Format

4. Select the XML file or CSV file as the file format (see Figure 35 below).

Download Deposits

Select the attributes desired on the file from the previously searched deposits.

Select File Type and Attributes
Please select the file format

ML file 0 csV file
Check All / Uncheck All

+» Deposit Information

Financial Institution Information

-

A4

Agency Information

-

Foreign Deposit Information

-

Accounting Subtotals and User Defined Data

Check the desired attributes that you want to download for Deposit Information, Financial
Institution Information, Agency Information, Accounting Subtotals and User Defined
Data and Foreign Deposit Information (see Figure 36 below), then click Submit.

Figure 36: Attributes for Download

Select File Type and Attributes
Please select the file format

© xmLfie * csv fie
Check All / Uncheck All
- Deposit Information
¥ woucher#

™ voucher Date

[T Text format(2006-03-17)
™ Mumber format(20080317}
I Deposit Date

[ Text format{2006-03-17)
™ Wumber format(20080317)
™ Deposit Endpoint - Org Code
I Depostt Endpoint - Org Name

M ac

Download Deposits
Select the attributes desired on the file| %

~ Financial Institution Information
™ Financial Institution Name

= R

™ poa

™ CASHLINK Extract Date/Time

™ Text format(2006-03-17 19:30:06)
™ Number format(20060317193006)
™ cansccount Key
™ cowu
™ 1Day Deferred Amount
I~ 20ay Deferred Amount

[~ Financial institution Comments

~ Agency Information
I &gency Use(Block &)

I~ Aternate Agency Contact
™ Fiscal vear

™ Receipts Processed FromTo

™ Text format(2006-03-17)

™ Number format(20060317)

N

~ Accounting Subtotals and User Defined Data
Deposit UDFs

I upFa
I upFez
™ upFes

I Deposit Accounting Code Subtotals

I upFe

I upFxz

~ Foreign Deposit Information

™ Foreign Currency Amount
[~ Exchange Rate

™ Transaction D

L |

5. The File Download dialog box appears. Click Open or Save (see Figure 37 below).
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Figure 37: File Download

x

Do you want to open or save this file?

@ MName: searchdepositresult.xml
= Type: ¥ML Document, 5.03 KB
From: gae.otcnet.fms. treas.gov

Cpen Save

ham your computer. f you do nat trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentially
save this file. What 's the risk?

®Application Tip

If you click Open, the content of the file appears. If you click Save,
choose the location where you want to save the file.

Version 1.3/September 2012 Deposit Processing and Reporting 43



OTCnet Participant User Guide- FI Viewer

Financial Management Service

&

Download Search Results for a Deposit

To download the search results of a deposit, complete the following steps:

1.

2.

Refer to the steps for Search for a Deposit.

When the Search Results table appears, click Download. The Download Deposits page
appears.

Select XML file or CSV file as the file format.

Check the desired attributes that you want to download for

Deposit Information

Financial Institution Information

Agency Information

Accounting Subtotals and User Defined Data
Foreign Deposit Information

Click Submit. The File Download dialog box appears.

Click Open or Save.

@Application Tip

If you click Open, the content of the file displays. If you click Save, choose
the location where you want to save the file.

@Application Tip

Additional buttons on the page help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data will be
saved.

e Click Clear to clear all data fields and reset to the default selections.
e Click Download to download the search results.

e Click Previous to return to the previous page.

e Click Print Deposit Ticket to print a formatted deposit ticket.

e Click Search to display the deposits that match the search criteria.
e Click Return Home to return to the OTCnet Home Page.

e Click View Voucher Event Log to view the history of the deposit
voucher events.
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Topic 8. Searching Adjustments

As a Financial Institution Viewer, you can search for and view adjustments as well as
download and save the searched adjustment voucher(s) as an XML or CSV file. You may
review adjustments to understand why a deposit is adjusted and what corrections were made.

To search for an adjustment to a US Currency or Foreigh Check Items deposit, click the
Search Adjustments function. The Search Adjustments function enables you to search for a
deposit voucher using one or more criteria. If you do not specify any criteria, the search results
include all deposits in the system that you have access to view. If you run additional searches,
the Search Results table repopulates with the results of the new search. See Table 11 below for
search criteria fields.

Table 11: Search Criteria Fields

Search Criteria Groupings Search Criteria Fields
Search Conditions Organization
OTC Endpoint
ALC
Adjustment Category
Voucher Number
Adjustment Type
Prepared By
Adjustment Reason
Date Range
Total Range
Date Range
Date Range
Routing Number
Demand Deposit Account
CASHLINK II Account Number
FRB Account Key
FRB Cost Center Work Unit

Voucher Date

Adjustment Amount

Deposit Date

Original Deposit Date

Financial Institution Information
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Searching Adjustments Using Select Criteria

Under the Search Adjustments function, if you run a search without specifying any criteria, the
search results include all deposits in the system that you have access to view.

1. Click the Deposit Processing tab and click Search Adjustments to enter the search
criteria (see Figure 38 below).

Figure 38: Search Adjustments

i Deposit Processing

Create Deposit Search Deposits Search Adjustments View Deposits
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2. The Search Adjustments page appears. Enter the optional search criteria for the
adjustment you would like to view, and click Search.

Search Conditions fields (see Figure 39 below) include selecting any or all of the
following:

e Select an Organization from the drop-down list

e Select an OTC Endpoint from the drop-down list

e Enter an ALC (Agency Location Code) in the field provided
e Select an Adjustment Category from the drop-down list

o Enter a Voucher # in the field provided

e Select an Adjustment Type from the drop-down list

e Enter the Prepared by name in the field provided

e Select an Adjustment Reason from the drop-down list

Figure 39: Search Conditions

Search Adjustments
Step 1 o 2: Enter Search Criteria

Enter search criteria for the adjustment(s) you would like to view.

Search Conditions
Organization:

ISeIect... j

Deposit Endpoint:
ISeIect... vl
ALC:

Adjustment Category:

ISeIect... j

Voucher #:

Adjustrment Type:

ISeIect... 'I

Prepared by:

Adjustment Reason:

|Se|ecl... j

Voucher Date

From:
=
Ta:

—
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You may also search by entering Adjustment Amount range, Deposit Date, Original
Deposit Date and Financial Institution Information, which includes the RTN (Routing
Transit Number), DDA (Demand Deposit Account), CAN (CA$HLINK Account

Number) FRB Account Key and FRB CCWU (Cost Center Work Unit). See Figure

40 below

Figure 40: Additional Search Criteria

Adjustment Amount

From:

To:

Deposit Date

From:

O

To:
| =]

Original Deposit Date

From:

 E

To:

[ =

+ Financial Institution Information

RTM:

DDA:

CAN:

FRB Account Key:

FRE CCWU:

£ £ N

L

3. The Search Results table appears (see Figure 41 below). Click the Voucher Number of
the adjustment whose details you would like to view.

Figure 41: Search Results Table

Download
Results?

Voucher
#»

600441

600440

131206

131204

006423

Search

Voucher
Date

01/27/2010
01/27/2010
07/24/2007
07/24/2007

07/24/2007

Date of
Deposit
02/02/2010
02/04/2010
07/25/2007
07/24/2007

07/24/2007

“O::::o" ALC

Extraltem 20092800
Extraltem 20092800
InviFrnAmt 00003020
¥traFrnCur 00003010
NSF 00003010

Adj.
(Type

Debit/ Credit idn:o“ﬁ:l“tf“t
C $14.00

C $10.00

c $35.00

C £30.00

D £550.00

©Application Tip

Click Download to save the adjustment results as an XML or CSV

file.
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&= Search and View an Adjustment

To search for and view an adjustment, complete the following steps:
1. Click the Deposit Processing tab.
2. Click Search Adjustments. The Search Adjustments page appears.
3. Enter the search criteria and click Search.

Under Search Conditions, optional

Select an Organization

Select an OTC Endpoint

Enter an ALC (Agency Location Code)
Select an Adjustment Category

Enter a Voucher #

Select an Adjustment Type

Enter the Prepared by name

Select an Adjustment Reason

Enter the From: and To: Voucher Dates
Enter the From: and To: Adjustment Amount
Enter the From: and To: Deposit Date

Enter the From: and To: Original Deposit Date

4. The Search Results table appears. Click the Voucher Number of the adjustment whose
details you would like to view.

®Application Tip

Click Download to save the adjustment results as an XML or CSV
file. To view detailed steps for downloading a search deposit, refer to
the Download Search Results for a Deposit printable job aid.
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®Application Tip

Additional buttons on the page help you perform other tasks:

Click Cancel to return to the OTCnet Home Page. No data
will be saved.

Click Clear to clear all data fields and reset to the default
selections.

Click Download to download the search results.
Click Previous to return to the previous page.
Click Return Home to return to the OTCnet Home Page.

Click View Voucher Event Log to view the history of the
deposit voucher.
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Downloading Adjustments

To download your search results, first use the Search Adjustments function. After you have
searched for your adjusted deposit, you can download the retrieved information.

1. Click the Deposit Processing tab and click Search Deposits to enter the search
criteria for your adjusted deposit (refer to Figure 38).

2. Enter the optional search criteria for the adjusted deposit you would like to view, and
click Search. All references to figures can be found under Topic 6 of the previous
section.

To search criteria under Search Conditions, refer to Figure 39.

To enter additional search criteria, refer to Figure 40.

3. The Search Results table appears. Click the Download button (see Figure 42 below).
The Download Adjustments page appears.

Figure 42: Download Button

Download Search
Results? ’WI

Voucher Voucher  Date of Reason ALC Adj.
# Date Deposit Code (Type)

600623 03/07/2010  03/07/2010  AcctClosed 00002030 R D £100.00

Adjustment

Debit/ Credit Amounb>
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4. Select the XML file or CSV file as the file format (see Figure 43 below).

Figure 43: File Format

Download Adjustments

Select the attributes desired on the file from the previously searched adjustm

Select File Type and Attributes

Please select the file format
© XML file # CSV file

Check All / Uncheck All

+ Adjustment Information
+ Original Deposit Information
+ Financial Institution Information

+ Foreign Return Item Information

« Previous Cancel m

Check the desired attributes that you want to download for Adjustment Information,
Original Deposit Information, Financial Institution Information, and Foreign Return
Item Information (see Figure 44 below), then click Submit.

Figure 44: Attributes for Download

1™ Bhamoas e

' Dwgeonat it

T Comesid 1

I Constel Dt

ot g

Tt w060 1T

™ Taed B CO04- 008 1T,

T Ayl sed il

T 0E-1- 1T

Skt F b Ty vl dils etrs

Prminih b 1 [ i vt

© e W RV

e i

F omaia v ™ Voucher #

T \oaschas Dute ™ Voucher Date

I Text format(2006-03-17)
A INT, I Number formt(20060317)
™ Deposit Date

I Text format(2006-03-17)

I Number format(20060317)

[RUER———
™ ST gt - e Cionte ™ Deposit Amount
T G Endgeins - Qg Mawrms o
Ll I Financial Institution Name
T st et Bt RN
T At sy I opa
™ Sdprsbrend Typa ™ CASHLINK Extract Date/Time

I Text format(2006-03-17 19:30:06)
I Number format(20060317193006)
Tirvs ™ CANtAccount Key

I~ cowu

™" 1Day Deferred Amount
™ 2Day Deferred Amount

g I™ Financial Institution Comments

I currency Code

™ Foreign Currency Amount

I Financial Institution Name
™ RTN
™ DDA

I~ CASHLINK Extract Date/Time
I Text format(2006-03-17 19:30:06)

I Number format{20060317193006)
I CAN/Account Key
™ cowu
™ 1Day Deferred Amount
™ 2Day Deferred Amount
I Financial Institution Comments
I Currency Code
I Foreign Currency Amount
T Exchange Rate
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5. The File Download dialog box appears. Click Open or Save (see Figure 45 below). If
you click Open, the content of the file appears. If you click Save, choose the location
where you want to save the file.

Figure 45: File Download

x

Do you want to open or save this file?

Mame: searchdepositresult.xml
Type: XML Document, 5.03 KB
From: gae.otonet. fms. treas.gov

¢

Cpen Save

®Application Tip

If you click Open, the content of the file appears. If you click Save,
choose the location where you want to save the file.
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3=~ Download Search Results

To download the search results of a deposit, complete the following steps:

1. Refer to the steps for Search for a Deposit.
2. When the Search Results table appears, click Download. The Download Deposits page
appears.
3. Select XML file or CSV file as the file format.
4. Check the desired attributes that you want to download for
¢ Deposit Information
e Financial Institution Information
e Agency Information
e Accounting Subtotals and User Defined Data
e Foreign Deposit Information
5. Click Submit. The File Download dialog box appears.
6. Click Open or Save.
®Application Tip
If you click Open, the content of the file appears. If you click Save,
choose the location where you want to save the file.
©Application Tip
Additional buttons on the page help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
e Click Previous to return to the previous page.
e Click Return Home to return to the OTCnet Home Page.
e Click Search to display the deposits that match the search criteria.
e Click View Voucher Event Log to view the history of the deposit voucher.
54 Deposit Processing and Reporting Version 1.3/September 2012



Financial Management Service OTCnet Participant User Guide- FI Viewer

Topic 9. Viewing Reports

As a user or viewer of the Deposit Processing functionality, you may access one or more of the
Business Reports and Administration Reports. Each report provides you with information
specific to the select type of data requested, associated with a deposit. Table 12 below outlines
the purpose of each report type.

Table 12. Types of Reports and Purpose

Report Purpose of Report
Business Provides specific reporting detail for deposit and adjustment activity by
type, status and processing options for Agencies and Financial
Institutions
Administration Provides specific reporting detail for interfaces with CASHLINK, FRB
CASHLINK and TRS, as well as detailed information about completed
and in progress vouchers
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Topic 10. Reports by Access Type

You have permission to view only certain reports. There are three types of reports that may be accessible to an OTCnet user. They
include Business Reports, Security Reports and Administration Reports. See Table 13 below for details.

Table 13. Reports by Access Type

Federal Program Agency Financial Institution/FRB as Fl
Lo:al

Acoounting | Accounting Agency Agency FRE
Business Reporis Freparer | Approwver Specialist | Specialist |FPA Viewer LSA FLSA Fl Confirmer | Confirmer | Fl¥iewer |FRE Viewer LSA FLSA
Adjustment Auctivity [FI) . .
Adjustment Activity [FRE) . e
Adjustments by OTC Endpoint e ® .
Dhaily ¥oucher Repart ] ]
Deposit Activity [FI) . .
Deposit Activity [FRE) . .
Oeposits By Accounting Code

Deposits By Agency Endpoint
Deposit History By Status (FRA)
Mon-Feporting Sgency Endpoint

L L
Proces=ing Options by Agency Endpoint . .

Accounting | Accounting Agency Agency FRE
Security Reports Freparer | Approver Specialist | Specialist |FFA Viewer LA, FLSA Fl Confirmer | Confirmer | Fl¥iewer |FRE Viewer LSA FLSA
Access Groups by User ] ] . .

“*Primary Access Groups without a PLSA,
Users by Access Group [FI) . .
Users by Access Group [FRA) . .
Users by Rale [FI) . .
Users by Fole [FFPA] ] .
User Information . . . .
Acoounting | Accounting Agency Agency FRE
Admin. Reports/ Misc. Freparer | approwver Specialist | Specialist |FPA Viewer LSA FLSA Fl Confirmer | Confirmer | Fl¥iewer |FRE Viewer LSA FLSA
"Activity Feport
Wiew TAEHLIMK I File Status
View FRE CAgHLIME File Status
Wiew TRS File Status
Wiew Wouchers Complete
Wiew Woucher Event Log
Wiew Woucher Event Detail

Wiew Wouchers In Progress

Wiew Woucher Event Log
Wiew Woucher Event Detail

“*Change Current Skate

Acknowledge Ermor Resolution
AR e FEEGT Sl St e SRS Miraner ese
“imainares rame vl svme il il o e S AE vmer desed
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Topic 11. Types of Business and Administration

Reports

Business Reports

As a Financial Institution Viewer, you may access one or more of the reports listed in Table
14 below. To obtain specific details for which reports each role may view or download, please

refer to Table 13 above.

Table 14. Business Reports and Purpose

Business Report

Purpose of Business Report

Adjustment Activity (FI)

Allows you to view adjustments made by your Financial
Institution (F1).

Adjustment Activity (FRB)

Allows you view adjustments made by your Federal Reserve
Bank (FRB).

Adjustments by OTC
Endpoints

Allows you to adjustments made by your Agency Location
Code (ALC).

Daily Voucher Report

Allows you to view the daily voucher extract

Deposit Activity (FI)

Allows you to view deposits submitted to your FI.

Deposit Activity (FRB)

Allows you to view deposits submitted to your FRB.

Deposits by Accounting
Code

Allows you to view deposits by accounting code.

Deposits by OTC Endpoint

Allows you to view deposits by OTC Endpoint.

Deposit History by Status

Allows you to view deposits by status

Non-Reporting OTC
Endpoints

Allows you to view OTC Endpoints that have not reported a
deposit.

Processing Options by OTC
Endpoints

Allows you to view processing options defined for endpoints
within the organization.
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Administration Reports
As a Financial Institution Viewer, you may access one or more of the reports listed in Table

15 below. To obtain specific details for which reports each role may view or download, refer to
Table 13.

Table 15. Administration Reports and Purpose

Administration Report Purpose of Administration Report

*Activity Report Allows a user to view the total number of organizations
created in a month and/or year as well as total number of
deposits by status and adjustment activity by month and/or
year.

View CA$SHLINK Il File Status | Allows you to view status of deposit report files that have
been processed by CASHLINK Il or are ready for CA$SHLINK

Il to process.

View FRB CAS$HLINK File Allows you to view the status of deposit files that have been

Status sent to FRB CA$HLINK.

View TRS File Status The status of TRS files that have been processed by
Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Allows you to view the status of deposit and adjustment

vouchers that have completed processed through the Fl
System To System Interface in the past 36 hours.

View Vouchers in Progress Allows you to view the status of deposit and adjustment

vouchers in progress.

* Indicates report that only an FMS Viewer user role may access
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Topic 12. Viewing Report Detall

Business Reports

This section will provide you with detail of how to view and download Business Reports. There
are up to two Business Reports you may choose to view. To print Business Reports after
downloading, right-click using a mouse, and click the Print option.

Adjustment Activity (FI)

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page
appears. Under Business Reports, click Adjustment Activity (FI). See Figure 46
below.

Figure 46. Select Adjustment Activity (FI) from Reports Menu

Deposit Processing Reports

Location: Home » Reports » Deposit Processing Reports
View Reports

Please select the report you would like to view.

~ Business Reports

Adjustment Activity (Fl)

Adjustment Activity (FRB)

Adjustments by OTC Endpoint

2. The Adjustment Activity (FI) page appears. Enter the search criteria you would like to
view and select Yes or No for Report with Children. See Figure 47 for search criteria.
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Under search criteria, you cannot exceed 15 months for the date range for Voucher
Date, Original Date, and Deposit Date.

Select the Adjustment Type, required

Select the Adjustment Reason

Enter the From: and To: Voucher Date range
Enter the From: and To: Original Date of Deposit range
Enter the ALC (Agency Location Code)

Enter the RTN (Routing Transit Number)

Enter the DDA (Demand Deposit Account)

Enter the From: and To: Adjustment Amount range
Enter the From: and To: Deposit Date range

Enter the CAN (CAS$HLINK Il Account Number)
Enter the CASHLINK Il Trace #

Select the Report Format

For Report with Children, the Yes option generates a report that contains data for the
selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is
selected, the report will only contain data for the selected OTC Endpoint.

Figure 47. Adjustments Activity (FI) Page

Adjustment Activity (Fl)
[Enter your szarch oriteriz 2nd select an OTC Endpoint yparlink to initizte the repart,
Denotes required fizkds.
Adjustment Typs:"
Select... -
Deposit Date
Adjustment Razson:
Select... - From:
Voucher Date
From: Te
li
Ta:
—
CAM:
Original Date of Deposit li
From:
CASHLINK Il Traces:
Ta:
——
Report Format:
ALC: HTML -
—
RTN: Report With Childran:
® ez O Np
DDA:
—
Adjustment Amount CHI  denotes check capture Endpoint TGA  denote
From:
tl Crganization Hierarchy
Te:
¥ Sontrant-Ad
ALL - Al OTC Endpointz &
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3. Click an OTC Endpoint to initiate the report (see Figure 47 above). The report
appears in a new window as shown in Figure 48 below.

Figure 48. Adjustments Activity (FI) Report Output

Adjustment Activity (FI)

Generated: 07/14/2010 2:08:48 PMET
Selected Adjustment Type: ALL
Selected Adjustment Reason: ALL
Selected Organization Endpoint: All
Selected Deposit Date Range: 04/14/2009 - 07/14/2010

Voucher# Adjustment Type Voucher Date ALC Deposit Date Create Date CAN CLNTrace # QOriginal Deposit# Voucher Amount

RTH: 011111111
DDA #: 45684565

008941 Debit 0812012009 00004603 08/20/2009 08/20/2008 001042 139602 (820.00)

RTH: 0212345786
DDA #: 23423411

008188 Returned ltem 11/05/2009 97200012 11/05/2009 11/056/2009 005751 (2.00)
008218 Returned ltem 11/06/2009 97200012 11/06/2009 11/06/20089 005751 (81.00)
009238 Returned item 11M11/2009 97200012  11/11/2009 11M16/2009 005751 (3200.00)
009237 Returned ltem 11/10/2009 97200012  11/10/2009 11M18/2009 005751 (3200.00)
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&

View Business Reports: Adjustment Activity (Fl)

To view adjustment activity (FI) report, complete the following steps:

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Business Reports, click Adjustment Activity (FI). The Adjustment Activity (FI)
page appears.

Enter the search criteria you would like to view.

Select the Adjustment Type, required

Select the Adjustment Reason

Enter the From: and To: Voucher Date range
Enter the From: and To: Original Date of Deposit range
Enter the ALC (Agency Location Code)

Enter the RTN (Routing Transit Number)

Enter the DDA (Demand Deposit Account)

Enter the From: and To: Adjustment Amount range
Enter the From: and To: Deposit Date range

Enter the CAN (CAS$HLINK Il Account Number)
Enter the CASHLINK Il Trace #

Select the Report Format

®Application Tip

The date range for Voucher Date, Original Date, and Deposit Date
cannot exceed 15 months.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.
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5. Select Yes or No for Report With Children.

®Application Tip

Select the Yes option to generate a report that contains data for

the selected OTC Endpoint as well as all of the lower level OTC Endpoints.
Select the No option to generate a report that contains data only for the
selected OTC Endpoint.

@Application Tip

TGA denotes a deposit processing OTC Endpoint; CHK denotes a check
capture OTC Endpoint; M denotes a mapped accounting code; an open

1 . I
lock Egdenotes access permission; and a closed lock @ denotes no
access permission.

6. Click an OTC Endpoint to initiate the report. The report appears in a new window.

®Application Tip

Additional buttons on the page that help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
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Deposit Activity (FI)

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page
appears. Under Business Reports, click Deposit Activity (Fl). See Figure 49 below.

Figure 49. Select Deposit Activity (FI) from Reports Menu

eposit Processing Reports

Location: Home = Reports » Deposit Processing Reports
View Reports
Please select the report you would like to view.
~ Business Reports
Adjustment Activity (F1)
Adjustment Activity (FRB)
Adjustments by OTC Endpoin

Daily VMoucher Report

Deposit Activity (FI)

Deposit Activity (FRB)

2. The Deposit Activity (FI) page appears. Enter the search criteria you would like to view
and select Yes or No for Report with Children. See Figure 50 for search criteria.

Select the Status, required

Select the Voucher Type

Enter the From: and To: Status Date range
Enter the From: and To: Voucher Date range
Enter the ALC (Agency Location Code)

Enter the RTN (Routing Transit Number)
Enter the DDA (Demand Deposit Account)
Enter the From: and To: Deposit Total range
Enter the From: and To: Deposit Date range
Enter the CAN (CA$HLINK Il Account Number)
Enter the CASHLINK Il Trace #

Select the Report Format
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For Report with Children, the Yes option generates a report that contains data for the
selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is
selected, the report will only contain data for the selected OTC Endpoint.

Figure 50. Deposit Activity (FI) Page

Deposit Activity (FI)
[Enter your search oriteriz and select 2n OTC Endpoint hyperlink to initizte the report,
" Denotes required fiskis.
Dey it Total
Status:” post
Selzct. - From:
H
Voucher Type: To:
Select... - s
Status Date Deposit Date
From: From
To: T
Voucher Date CaN
From:
CASHLINK || Traces:
To:
— Report Format:
HTML -
ALC: Report With Chidran
17 ® ves € 1o
RTN:
TGA deroles OTC Endpoint  of' denotes aooess permission & denotes o 30
"3'3“7 Organization Hiersrchy
Contract All
AL - 21 OTC Endpoints &

3. Click an OTC Endpoint to initiate the report (refer to Figure 50 above). The report
appears in a new window as shown in Figure 51 below.

Figure 51. Deposit Activity (FI) Report Output

Deposit Activity (FI)

Generated: 0714/2010 2:47:44FPM ET
Selected Voucher Type: FrnCheck
Selected Voucher Date Range: 04/14/2009 - 07/14/2010
Selected Organization Endpoint: ALL

cLu
Voucher Voucher Voucher Deposit Status Trace Voucher
Status Type # Date ALC Date Date CAN # Amount
RTH: 011900445
DDA #: 58585888
Submitted  Foreign 140242 11/10/2002 45010001 11/10/2009
Check
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&

View Business Reports: Deposit Activity (FI)

To view a deposit activity (FI) report, complete the following steps:

1.

2.

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Business Reports, click Deposit Activity (FI). The Deposit Activity (FI) page
appears.

Enter the search criteria you would like to view.

Select the Status, required

Select the Voucher Type

Enter the From: and To: Status Date range
Enter the From: and To: Voucher Date range
Enter the ALC (Agency Location Code)

Enter the RTN (Routing Transit Number)
Enter the DDA (Demand Deposit Account)
Enter the From: and To: Deposit Total range
Enter the From: and To: Deposit Date range
Enter the CAN (CAS$HLINK Il Account Number)
Enter the CASHLINK Il Trace #

Select the Report Format

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.

Select Yes or No for Report With Children.

®Application Tip

Select the Yes option to generate a report that contains data for

the selected OTC Endpoint as well as all of the lower level OTC Endpoints.
Select the No option to generate a report that contains data only for the
selected OTC Endpoint.
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®Application Tip

1
TGA denotes an OTC Endpoint; an open lock ﬁdenotes access

. . | . .
permission; and a closed lock @denotes Nno access permission.

6. Click an OTC Endpoint to initiate the report. The report appears in a new window.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
¢ Click Clear to clear all data fields and reset to the default selections.
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Administration Reports

This section will provide you with detail of how to view and download Administration Reports.
There are up to four Administration Reports you may choose to view. To print Administration
Reports after downloading, right-click using a mouse and select the Print option.

View CA$HLINK Il File Status
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View CA$HLINK Il File Status. See
Figure 52 below.

Figure 52. View CA$HLINK Il File Status from Reports

Deposit Processing Reports

oCation: Home = Reports » Deposit Processing Re

View Reports

Please select the report you would like to view.

= Administration Reports

Wiew CAFHLINK Il File Status

View FRB CASHLINK File Status
WView TRS File Status
Wiew Vouchers Completed

Wiew Vouchers In Progress

2. The View CAS$HLINK Il File Status page appears. See Figure 53.

Under the CASHLINK Il Files Not Processed section, click the Batch Number of the
CASHLINK Il batch details you would like to view or click the Batch Number of the All
CASHLINK II Files batch details or processing errors you would like to view.

®Application Tip

There are two sections on the View CA$SHLINK |l File Status page.
The CA$HLINK Il Files Not Processed section displays report files
that have not been successfully processed by CA$SHLINK II. The All
CASHLINK II Files section displays all deposit report files regardless
of transmission status or success.
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Figure 53. View CAS$HLINK Il File Status Page

View CASHLINK Il

File Status

ICASHLINK Il Files Not Pre
Click on the batoh number

Il CASHLINK Il Files:
fick on the batch number

e« 128 > 55 07 4828 Reouris

acessed:
to view the CASHLINK Il batoh detail
Batch Number
20050411338552000

1o view the CASHLINK |1 batch detsi or procsssing srmors,

Batch Humber Status
20061127369506000 Faied
20051127359505000 Failed

Create Transmit
Timestamp Timestamp
04/11/2006
06:20:32 PM ET
04112006
06:20:20 PM ET
04/11/2006
06:20:13 PM ET
06:20:03 PM ET
Creats Transmit
Timestamp Timestamp
11/27/2006 11/27/2006
10:2423 AM ET 10:423 AM ET
11/27/2006 11/27/2006
10:34:23 AM ET 10:34:23 AM ET

CASHLINK L1
Acknowledge
Timestamp

CASHLINK IT
Acknowledge
Timestamp
11/27/2006
10:34:23 AM ET
11/27/2006.
10:34:23 AM ET

3. The View CAS$HLINK II Batch Details page appears or the View CASHLINK Il Processing
Errors page appears. Select a Report Format. See Figure 54 below.

Figure 54. View CA$HLINK Batch Details Page

View CASHLINK Il Batch Details

Batch Number:
States:
Total Voucher Count:

Totzl Net Transfer Amount:

Report Format:
Deposit
Report CAN »
Humber
v
i 005711

Deposit
Date »

D4/11/2008

20080411228552000

Created
6

$1,165,329.68

HL 7

Trace Voucher
Number Count
2

Total Credits

£ 5587129

4. Click the Batch Number hyperlink or a Deposit Report Number hyperlink (refer to

Figure 54 above). The CA$SHLINK Il Voucher Details report appears in a new window as

shown i

n Figure 55.
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The Batch Number hyperlink displays the CASHLINK Il Voucher Details report as
well as all deposit vouchers and deposit report vouchers associated with the Batch
Number. The Deposit Report Number hyperlink displays the CA$SHLINK Il Voucher

Details report and all deposit report vouchers associated with the Deposit Report
Number.

Figure 55. CA$HLINK Il File Status Report Output

CASHLINK Il Voucher Details

Generated: 07/30I2010 5:00:25 FM ET
Batch Humber: 20050411338552000
Batch Create Timestamp: 04/11/2008 6:20:32 FM ET
CASHLINK Il Acknowledge Timestamp:
Batch Status: CREATED.

Vouther Vouther Confirmed
Voucher & Type Date Short ame ac DDA RN Amount  Confirmed By Date

Financial Institution Name:Blue Waster Federal Credit Union

Deposit Report: 1

CAN: 008711

Deposit Date: 04/11/2008

Trace &

129862 Deposit 04/11/2008 33802 70050338 4559 272483947 $53.872.09  tmills01 04/11/2008

123808 Deposit 041172008 302 o028 4538 papltEt $1.558.20  milsds /1172008
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&

View Administration Reports: CA$SHLINK Il File Status

To view a CA$HLINK Il file status report, complete the following steps:

1.

2.

5.

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Administration Reports, click View CA$SHLINK Il File Status. The View
CASHLINK II File Status page appears.

Under the CA$HLINK Il Files(s) Not Processed section, click the Batch Number of the
CASHLINK II batch details you would like to view.

Or

Click the Batch Number of the All CA$HLINK II File(s) batch details or processing errors
you would like to view.

©Application Tip

There are two sections on the View CA$HLINK |l File Status page. The
CASHLINK Il Files Not Processed section displays report files that
have not been successfully processed by CASHLINK II. The All
CASHLINK Il Files section displays all deposit report files regardless
of transmission status or success.

The View CAS$HLINK Il Batch Details page appears. Select a Report Format.
Or

The View CASHLINK 1l Processing Errors page appears. Select a Report Format.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.
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6. Click the Batch Number hyperlink. The CA$HLINK Il Voucher Details report appears in
a new window.

Or

Click a Deposit Report Number. The CA$HLINK Il Voucher Details report appears in a
new window.

®Application Tip

Click the Batch Number hyperlink to display the CA$SHLINK Il Voucher
Details report as well as all deposit vouchers and deposit report vouchers
associated with the Batch Number. Click a Deposit Report Number to
display the CASHLINK Il Voucher Details report and all deposit report
vouchers associated with the Deposit Report Number.

©Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Refresh to redisplay the page with any additional vouchers that
are in-process.
e Click Return Home to return to the OTCnet Home Page.
e Click Previous to return to the previous page.
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View TRS File Status

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View TRS File Status. See Figure 56
below.

Figure 56. View TRS File Status from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing Reports
View Reports
Please select the report you would like to view.
= Administration Reports
View CABHLINK |l File Status
View FRB CASHLINK File Status

View TRS File Status

View Vouchers Completed

View Vouchers In Progress

2. The View TRS File Status page appears. Select a Report Format. See Figure 57.

Under the TRS Transmission(s) Not Processed section, click a Transmission ID of
the TRS transmission details you would like to view. Or, under the All TRS
Transmission(s) section, click a Transmission ID of the TRS transmission details or
processing errors you would like to view (shown in Figure 57).

@Application Tip

There are two sections on the View TRS Transmission Status page.
The TRS Transmission(s) Not Processed section displays report
files that have not been successfully processed by TRS. The All TRS
Transmission(s) section displays all deposit report files regardless
of transmission status or success.
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Figure 57. View TRS File Status Page

View TRS Transmission Status
Report Format: HTML -
TRS Transmission(s) Not Processed:
Click on the Transmission ID to view the TRS transmission details or processing errors. ~ Refresh
- TRS CASHLINK
Transmission 1D Status - c"’at‘fn 'r'ls r"a"'s“'"'l Acknowledge mr’ L Acknowledge
LHELD —=E) Timestamp ype Timestamp
TGANET2010-07-07T10:54:540001 TRS-CLIFSENT 07/07/2010 07/07/2010 07/07/2010 [skig
10:54:54 AM ET 10:57:51 AM ET 11:01:36 AM ET
TGANET2010-04-16T10:59:190003 TRS-CLIFSENT 04/16/2010 04/16/2010 04/16/2010 an
10:59:19 AM ET 11:02:37 AM ET 11:08:13 AM ET
TGANET2010-03-12T16:53:430001 TRS-CLIFSENT 03/12/2010 03/12/2010 03/12/2010 [
04:53:43 PM ET 04:56:19 PM ET 05:00:51 PM ET
1l TRS Transmission(s):
Jick on the Transmission ID to view the TRS transmifsion details or processing errors.
= 1-16 > => of 16 Records
- TRS CASHLINK
Transmission 1D Status - crea“;‘ ]r=|s T'a"'sn""t Acknowledge m?""m“ Acknowledge
—=ED —=ELD Timestamp vpe Timestamp
TGANET2010-08-03T11:45:040003 TRS-CLIFPROCESSED 08/03/2010 08/03/2010 08/03/2010 cn 08/03/2010
11:45:04 AM ET 11:47:49 AM ET 11:57:56 AM ET 12:10:46 PM ET

3. Click the Voucher # hyperlink (Figure 58 below). The Deposit or Adjustment Voucher
Detail report appears as shown in Figure 59.

Figure 58. View TRS File Status for FI Results Page

View TRS File Status for FI

Generated: 08/20/2010 11:36:26 AM ET
Selected Transmission: TGANET2010-07-07T10:54:540001
Transmission Creation Timestamp: 07/07/2010 10:54:54 AM ET
Transmission Transmit Timestamp: 07/07/2010 10:57:51 AM ET
Transmission TRS Acknowledged Timestamp: 07/07/2010 11:01:36 AM ET
Transmission TRS/CL Il Acknowledged Timestamp:
Transmission Status: TRS-CLI-SENT

cLu

Voucher Voucher | Voucher Deposit Status Trace Voucher
Status Type # Date ALC Date Date CAN #  Amount
Bank: 1st Mational Bank of South Flofida
RTHN: 067005145
DDA #: 00578100
Confirmed ReturnAdjustment 000105 pP5H2/2010 14100099 051272010 05M3/2010 002780 $40.00
Confirmed DepositAdjustment | 000145 [05/25/2010 00004501 08/25/2010 05/25/2010 002780 $10.00

Figure 59. TRS Deposit or Adjustment Voucher
Detail Report Output

Adjustment-Voucher Detail

‘Generated: 07/302010 5:08:56 PM ET

Veucher #: 000105
Adjustment Type: Returnad [tem
Veucher Date: 051272010
ALLC: 141¢

Deposit Date: OS2
CAN: 00ZTE0

Voucher Amount:

Qriginal Deposit Date:
Qriginal Deposit #:

Qrganization Name:

OTC Endpoint Short Name:
OTC Endpoint Description:
Financial Institution:

RTM:

DDA:

Maticnal Park Service

EZB0FH

EWER - Everglades Mationsl Fark
1st National Bank of Sewth Florida
OET005145

005STE100
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& View Administration Reports: TRS File Status
To view a TRS file status report, complete the following steps:
1. Click the Reports tab.
2. Click Deposit Processing Reports. The View Reports page appears.

Under Administration Reports, click View TRS File Status. The View TRS
Transmission Status page appears.

3. Select a Report Format.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.

4. Under the TRS Transmission(s) Not Processed section, click a Transmission ID of
the TRS transmission details you would like to view.

Or

Under the All TRS Transmission(s) section, click a Transmission ID of the TRS
transmission details or processing errors you would like to view.

©Application Tip

If a Transmission ID with FRB CL CA$HLINK Type is selected, the
TRS Transmission Status (FRB) report appears in a new window. If
a Transmission ID with CLII CA$HLINK Type is selected, the TRS
Transmission Status (FI) report appears in a new window.

®Application Tip

There are two sections on the View TRS Transmission Status page. The
TRS Transmission(s) Not Processed section displays report files that
have not been successfully processed by TRS. The All TRS
Transmission(s) section displays all deposit report files regardless

of transmission status or success.
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5. Click the Voucher # hyperlink. The Deposit or Adjustment Voucher Detail report
appears.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
e Click Refresh to redisplay the page with any additional vouchers that
are in-process.
e Click Return Home to return to the previous page.
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View Vouchers Completed

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View Vouchers Completed. See
Figure 60 below.

Figure 60. View Vouchers Completed from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing Reports

View Reports

Flease select the report you would like to view.
= Administration Reports

View CABHLINK |l File Status

View FRB CASHLIMK File Status

View TRS File Status

Wiew Vouchers Completed

View Vouchers In Frogress

2. The View Vouchers Completed page appears. Click the Voucher # hyperlink to view the
Voucher Event Log page and additional voucher information (Figure 61).

Figure 61. View Vouchers Completed Page
View Vouchers Completed

Following are the vouchers that have completed processing in OTCnet in the last 36 hours
«< < 1.8 > »» 0! § Records

Voucher Voucher Voucher Finandial Voucher Complete an
> Status > Type » Institution » Timestamp > Trace #»>
500002 CONFIRMED Deposit Regions Bank - Baton Rouge 08/03/2010 01:07:44 PM ET
100383 CONFIRMED Deposit Key Bank 08/03/2010 12:13:07 PM ET Q0000661
000207 CONFIRMED Adj_Return Bank of America 08/03/2010 12:01:45 PM ET Q0000658
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3. The View Voucher Event Log page appears (see Figure 62 below). Click the Voucher #
hyperlink to view the details of the deposit or adjustment. The Voucher Details
Information page or the View Adjustment Details page appears. Or, click a Voucher
Event State hyperlink to view the voucher event details. The Voucher Event Details
page appears (Figure 63).

Figure 62. View Voucher Event Log Page

View Voucher Event Log

Following is the history of the deposit or adjustment voucher events.

Voucher Information

Voucher #: 100383
Voucher Date: 08/03/2010

Voucher Type: Deposit

Voucher Status: 'CONFIRMED

Voucher Status Timestamp: 08/03/2010 11:44:00 AM ET
Deposit Date: 08/03/2010

CASHLINK II Trace #: Q0000661

Financial Institution: Key Bank

Voucher Event Log

Click on the voucher event state link to view voucher details_

Voucher Event S,
Voucher Event State State Timestamp Transmission ID

VoucherCreated 08/03/2010 10:43:34 AMET

Figure 63. Voucher Event Details Report Output

Voucher Event Details
Following are the voucher event details associated with the voucher event selected.

Voucher Information
Voucher #: 100383
Voucher Date: 08/03/2010
Voucher Event State: VoucherAwaitingApproval
Voucher Event State Timestamp: 08/03/2010 10:43:34 AM ET
Voucher Event LoginID: otcnft44
Voucher Type: Deposit
Voucher Status: CONFIRMED
Voucher Status Timestamp: 08/03/2010 11:44:00 AM ET
Deposit Date: 08/03/2010
CASHLINK II Trace #: Q0000661
Financial Institution: Key Bank
Voucher Event Comments: Voucher Awaiting Approval
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&

View Administration Reports: Vouchers Completed

To view a vouchers completed report, complete the following steps:

1.

2.

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Administration Reports, click View Vouchers Completed. The View Vouchers
Completed page appears.

Click the Voucher # hyperlink to view the Voucher Event Log page and additional
voucher information. The View Voucher Event Log page appears.

®Application Tip

The View Voucher Event shows additional information about the
voucher and the history of the voucher events through the FI System
to System Interface.

Click the Voucher # hyperlink to view the details of the deposit or adjustment. The
Voucher Details Information page or the View Adjustment Details page appears.

Or

Click a Voucher Event State hyperlink to view the voucher event details. The Voucher
Event Details page appears.

®Application Tip

The Voucher Event Details page shows processing errors associated with
the voucher event and additional information about the voucher and the
transmission associated with the voucher events through the FI System

To System Interface, FRB CA$HLINK, and the Transaction Reporting
System (TRS) interface.

©Application Tip

Additional buttons on the pages that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
e Click Previous to return to the previous page.
e Click Refresh to redisplay the page with any additional vouchers that
are in-process.

e Click Return Home to return to the previous page.
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View Vouchers in Progress

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View Vouchers in Progress. See
Figure 64 below.

Figure 64. View Vouchers in Progress from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing Reports
View Reports
Please select the report you would like to view.
= Administration Reports
View CABHLINK |l File Status
View FRB CASHLINK File Status
View TRS File Status

View Vouchers Completed

View Vouchers In Progress

2. The View Vouchers in Progress page appears. Click the Voucher # hyperlink to view the
Voucher Event Log page and additional voucher information (Figure 65).

Figure 65. View Vouchers In Progress Page

View Vouchers In Progress

Following are the vouchers that have not completed processing in TGAnet. Alerts Exist

Click on the voucher number to view the voucher event log and additional voucher information.
<< < 1-100 > >> of 472 Records

Voucher | Voucher Voucher Financial Current Voucher
# Status » Type » Institution » Event State »
100067 CONFIRMED Deposit Bank of America TraceToFISent
100239 | CONFIRMED Deposit Bank of America

TraceToFISent
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3. The View Voucher Event Log page appears (see Figure 66 below). Click the Voucher #
hyperlink to view the details of the deposit or adjustment. The Voucher Details
Information page or the View Adjustment Details page appears. Or, click a Voucher
Event State hyperlink to view the voucher event details. The Voucher Event Details
page appears (Figure 67).

Figure 66. In Progress View Voucher Event Log Page

View Voucher Event Log

Following is the history of the depasit or adjustment voucher events,

Voucher Information
Voucher % 999998
Vioucher Date! 03/16/2010
Voucher Type: Deposit
Vioucher Status: CONFIRMED
Voucher Stztus Timestame 07/20/2010 04:12:38 PM ET
Depost Dater 07/30/2010
CASHLINK IT Trzce 1
Fingndial Instution: FRE Boston

Voucher Event Log

Click on the voucher avent ctate link to view yousher detile

Voucher Event 5 - .
Voucher Event State State Timestamp Transmission [D Additional Information
VoucherCrezted Q3/16/2010 01:27:54 PM ET Comment

Figure 67. In Progress Voucher Event Details Report Output

Voucher Event Details
Following are the vouchsr event details zssocisted with the voucher svent sslected.

Voucher Information

Voucher 21 999998

Voucher Data: 03/16/2010
Voucher Event State! VoucherCreated
Voucher Event State Timestamp: 03/16/2010 01
Voucher Event LoginID: odangt01
Voucher Type: Deposit

Voucher Status: CONFIRMED
Voucher Status Timestamp: 07/30/2010 04
Dieposit Datet 07/30/2010

CASHLINK II Trace #:

Financial Institution: FRB Baston

Voucher Event Comments: Created
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&

View Administration Reports: Vouchers in Progress

To view a voucher in progress report, complete the following steps:

1.

2.

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Administration Reports, click View Vouchers In Progress. The View Vouchers
in Progress page appears.

Click the Voucher # hyperlink to view the Voucher Event Log page and additional
voucher information. The View Voucher Event Log page appears.

®Application Tip

The View Voucher Event shows additional information about the
voucher and the history of the voucher events through the FI System
To System Interface.

Click the Voucher # hyperlink to view the details of the deposit or adjustment. The
Voucher Details Information page or the View Adjustment Details page appears.

Or

Click a Voucher Event State hyperlink to view the voucher event details. The Voucher
Event Details page appears.

®Application Tip

The Voucher Event Details page shows processing errors associated with
the voucher event and additional information about the voucher and the
transmission associated with the voucher events through the FI System

To System Interface, FRB CA$SHLINK, and the Transaction Reporting
System (TRS) interface.
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®Application Tip

Additional buttons on the pages that help you perform other tasks:

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Clear to clear all data fields and reset to the default selections.
Click Previous to return to the previous page.

Click Refresh to redisplay the page with any additional vouchers that
are in-process.

e Click Return Home to return to the previous page.
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&

View Business Reports: Adjustment Activity (Fl)

To view adjustment activity (FI) report, complete the following steps:

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Business Reports, click Adjustment Activity (FI). The Adjustment Activity (FI)
page appears.

Enter the search criteria you would like to view.

Select the Adjustment Type, required

Select the Adjustment Reason

Enter the From: and To: Voucher Date range
Enter the From: and To: Original Date of Deposit range
Enter the ALC (Agency Location Code)

Enter the RTN (Routing Transit Number)

Enter the DDA (Demand Deposit Account)

Enter the From: and To: Adjustment Amount range
Enter the From: and To: Deposit Date range

Enter the CAN (CAS$HLINK Il Account Number)
Enter the CASHLINK Il Trace #

Select the Report Format

®Application Tip

The date range for Voucher Date, Original Date, and Deposit Date
cannot exceed 15 months.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.
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5. Select Yes or No for Report With Children.

®Application Tip

Select the Yes option to generate a report that contains data for

the selected OTC Endpoint as well as all of the lower level OTC Endpoints.
Select the No option to generate a report that contains data only for the
selected OTC Endpoint.

@Application Tip

TGA denotes a deposit processing OTC Endpoint; CHK denotes a check
capture OTC Endpoint; M denotes a mapped accounting code; an open

1 . I
lock Egdenotes access permission; and a closed lock @ denotes no
access permission.

6. Click an OTC Endpoint to initiate the report. The report appears in a new window.

®Application Tip

Additional buttons on the page that help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
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View CA$HLINK Il File Status

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View CA$HLINK Il File Status. See
Figure 68 below.

Figure 68. View CA$HLINK Il File Status from Reports

Deposit Processing Reports

OCation: ACime = Reports

View Reports

= Deposit Processing Reports

Please select the report you would like to view.

= Administration Reports

Wiew CAFHLINK Il File Status

View FRB CASHLIMNK File Status
WView TRS File Status

WView Vouchers Completed

Wiew Vouchers In Progress

2. The View CAS$HLINK Il File Status page appears. See Figure 69 below.

Under the CASHLINK Il Files Not Processed section, click the Batch Number of the
CASHLINK Il batch details you would like to view or click the Batch Number of the All
CASHLINK II Files batch details or processing errors you would like to view.

®Application Tip

There are two sections on the View CA$HLINK Il File Status page.
The CA$SHLINK Il Files Not Processed section displays report files
that have not been successfully processed by CA$SHLINK II. The All

CASHLINK II Files section displays all deposit report files regardless
of transmission status or success.
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Figure 69. View CAS$HLINK Il File Status Page

View CASHLINK Il

File Status

ICASHLINK Il Files Not Pre
Click on the batoh number

Il CASHLINK Il Files:
fick on the batch number

e« 128 > 55 07 4828 Reouris

acessed:
to view the CASHLINK Il batoh detail
Batch Number
20050411338552000

1o view the CASHLINK |1 batch detsi or procsssing srmors,

Batch Humber Status
20061127369506000 Faied
20051127359505000 Failed

Create Transmit
Timestamp Timestamp
04/11/2006
06:20:32 PM ET
04112006
06:20:20 PM ET
04/11/2006
06:20:13 PM ET
06:20:03 PM ET
Creats Transmit
Timestamp Timestamp
11/27/2006 11/27/2006
10:2423 AM ET 10:423 AM ET
11/27/2006 11/27/2006
10:34:23 AM ET 10:34:23 AM ET

CASHLINK L1
Acknowledge
Timestamp

CASHLINK IT
Acknowledge
Timestamp
11/27/2006
10:34:23 AM ET
11/27/2006.
10:34:23 AM ET

3. The View CAS$HLINK II Batch Details page appears or the View CASHLINK Il Processing
Errors page appears. Select a Report Format. See Figure 70 below.

Figure 70. View CA$HLINK Batch Details Page

View CASHLINK Il Batch Details

Batch Number:
States:
Total Voucher Count:

Totzl Net Transfer Amount:

Report Format:
Deposit
Report CAN »
Humber
v
i 005711

Deposit
Date »

D4/11/2008

20080411228552000

Created
6

$1,165,329.68

HL 7

Trace Voucher
Number Count
2

Total Credits

£ 5587129

4. Click the Batch Number hyperlink or a Deposit Report Number hyperlink (refer to

Figure 70 above). The CA$SHLINK Il Voucher Details report appears in a new window as

shown i

n Figure 71.
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The Batch Number hyperlink displays the CASHLINK Il Voucher Details report as
well as all deposit vouchers and deposit report vouchers associated with the Batch
Number. The Deposit Report Number hyperlink displays the CA$SHLINK Il Voucher

Details report and all deposit report vouchers associated with the Deposit Report
Number.

Figure 71. CA$HLINK Il File Status Report Output

CASHLINK Il Voucher Details

Generated: 07/30I2010 5:00:25 FM ET
Batch Humber: 20050411338552000

Batch Create Timestamp: 04/11/2008 6:20:32 FM ET
CASHLINK Il Acknowledge Timestamp:

Batch Status: CREATED
Vouther Vouther Confirmed
Voucher & Type Date Short ame ac DDA RN Amount  Confirmed By Date
Financial Institution Name:Blue Waster Federal Credit Union
Deposit Report: 1
CAN: 008711
Deposit Date: 04/11/2008
Trace &
129862 Deposit 04/11/2008 33802 70050338 4559 272483947 $53.872.09  tmills01 04/11/2008
123808 Deposit 041172008 302 o028 4538 papltEt $1.558.20  milsds /1172008
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&

View Administration Reports: CA$SHLINK Il File Status

To view a CA$HLINK Il file status report, complete the following steps:

1.

2.

5.

Click the Reports tab.
Click Deposit Processing Reports. The View Reports page appears.

Under Administration Reports, click View CA$SHLINK Il File Status. The View
CASHLINK II File Status page appears.

Under the CA$HLINK Il Files(s) Not Processed section, click the Batch Number of the
CASHLINK II batch details you would like to view.

Or

Click the Batch Number of the All CA$HLINK II File(s) batch details or processing errors
you would like to view.

©Application Tip

There are two sections on the View CA$HLINK |l File Status page. The
CASHLINK Il Files Not Processed section displays report files that
have not been successfully processed by CASHLINK II. The All
CASHLINK II Files section displays all deposit report files regardless
of transmission status or success.

The View CAS$HLINK Il Batch Details page appears. Select a Report Format.
Or

The View CASHLINK 1l Processing Errors page appears. Select a Report Format.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.
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6. Click the Batch Number hyperlink. The CA$HLINK Il Voucher Details report appears in
a new window.

Or

Click a Deposit Report Number. The CA$SHLINK Il Voucher Details report appears in a
new window.

®Application Tip

Click the Batch Number hyperlink to display the CA$SHLINK Il Voucher
Details report as well as all deposit vouchers and deposit report vouchers
associated with the Batch Number. Click a Deposit Report Number to
display the CASHLINK II Voucher Details report and all deposit report
vouchers associated with the Deposit Report Number.

©Application Tip

Additional buttons on the page that help you perform other tasks:
o Click Refresh to redisplay the page with any additional vouchers that
are in-process.
e Click Return Home to return to the OTCnet Home Page.
e Click Previous to return to the previous page.
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View FRB CA$HLINK File Status

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View FRB CA$HLINK File Status. See
Figure 72 below.

Figure 72. View FRB CA$HLINK File Status from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing R
View Reports

Please select the report you would like to view.

= Administration Reports

Wiew CASHLINK Il File Status

View FRB CASHLINK File Status

View TRS File Status
View Vouchers Completed

View Vouchers In Progress

2. The View FRB CA$HLINK Transmissions page appears. Enter the search criteria and
click Search. See Figure 73 below.

Select a District Number, required.
Select an Office Number

Enter the From: and To: Transmission Creation Date
Enter the From: and To: Transmission Sent Date

Figure 73. View FRB CA$HLINK Transmissions Page
[View FRB CASHLINK Transmissions

* Denotes required fields.

Bearch Conditions

Find a transmission to FRB CASHLIMK by using any of the following options and clicking search

Select... =
Office Number:

Select... =

Transmission Creation Date:

From:
=
To:
|
Transmission Sent Date:
From:
=
To:

 —
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3. The search results table appears in Figure 74 below. Click a Transmission ID.

Figure 74. FRB CAS$HLINK Search Results Page

Search Results

o =10 B E 0 52 Reoonds
District # v

01

01

Transmission
ID»

141

201

Following are the resuits of your search. Select the Transmission 1D to se2 the transmission detsils.

Created
Timestamp
03/05/2005
03:30:00 PM ET
03/16/2006
03:30:00 PM ET

Transmission
Timestamp
03/09/2005
03:30:01 PM ET
03/16/2005
03:30:01 PM ET

Acknoviledged Net Transfer
Timestamp Amount
03/09/2005 2554540
(442:03 PM ET
03/16/2005 25443318
03:32:07 PM ET

4. The View FRB CAS$HLINK Transmission Details page appears. Select a Report Format.
See Figure 75 below.

Figure 75. View FRB CA$HLINK Transmission Details Page

District:

Transmission

Report Format:

HTML o

IC:

Office #

View FRB CASHLINK Transmission Details

Select an office number within the transmission to ses the detsils of the transmission.

Voucher
‘Count

1

o1

141

Credit
Amount
5 554640

5. Click an Office # (refer to Figure 75 above). The FRB CAS$HLINK Daily Activity report
appears in a new window as shown in figure 76 below.

Figure 76. FRB CAS$HLINK Daily Activity Report Output

FRE CASHLINK Daily Activity

Generated: 07/20V2010 10:20:14 AM EDT

Voucher WYVoucher Voucher Deposit  Short

Number  Type
District:
Office:
Transmission ID#:
Transmission
Timestamp:
Acknowledgement
Timestamp:
Finaneial Institution:

Date Date Name ALC
o1
10001
12/08/2008 12:57:30 PM EST
12/08/2008 12:58:01 PM EST

FRE Boston

Confirmed Confirmed
Date

]
o
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& View Administration Reports: FRB CA$HLINK File Status

To view a FRB CA$HLINK file status report, complete the following steps:

1. Click the Reports tab.
2. Click Deposit Processing Reports. The View Reports page appears.

3. Under Administration Reports, click View FRB CA$HLINK Transmissions. The View
FRB CA$HLINK Transmissions page appears.

4. Enter the search criteria and click Search.

Select a District Number, required

Select an Office Number

Enter the From: and To: Transmission Creation Date
Enter the From: and To: Transmission Sent Date

5. The search results table appears. Click a Transmission ID.

6. The View FRB CAS$HLINK Transmission Details page appears. Select a Report Format.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.

7. Click an Office #. The FRB CA$HLINK Daily Activity report appears in a new window.

®Application Tip

Additional buttons on the page that help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data will be saved.

e Click Clear to clear all data fields and reset to the default selections.

e Click Previous to return to the previous page.

e Click Refresh to redisplay the page with any additional vouchers that
are in-process.

e Click Return Home to return to the OTCnet Home Page.
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View TRS File Status

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View TRS File Status. See Figure 77
below.

Figure 77. View TRS File Status from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing Reports
View Reports
Please select the report you would like to view.
= Administration Reports
View CABHLINK |l File Status
View FRB CASHLINK File Status

View TRS File Status

View Vouchers Completed

View Vouchers In Progress

2. The View TRS File Status page appears. Select a Report Format. See Figure 78.

Under the TRS Transmission(s) Not Processed section, click a Transmission ID of
the TRS transmission details you would like to view. Or, under the All TRS
Transmission(s) section, click a Transmission ID of the TRS transmission details or
processing errors you would like to view (shown in Figure 79).

@Application Tip

There are two sections on the View TRS Transmission Status page.
The TRS Transmission(s) Not Processed section displays report
files that have not been successfully processed by TRS. The All TRS
Transmission(s) section displays all deposit report files regardless
of transmission status or success.
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Figure 78. View TRS File Status Page

View TRS Transmission Status
Report Format: HTML -
TRS Transmission(s) Not Processed:
Click on the Transmission ID to view the TRS transmission details or processing errors. ~ Refresh
- TRS CASHLINK
Transmission 1D Status - c"’at‘fn 'r'ls r"a"'s“'"'l Acknowledge mr’ L Acknowledge
LHELD —=E) Timestamp ype Timestamp
TGANET2010-07-07T10:54:540001 TRS-CLIFSENT 07/07/2010 07/07/2010 07/07/2010 [skig
10:54:54 AM ET 10:57:51 AM ET 11:01:36 AM ET
TGANET2010-04-16T10:59:190003 TRS-CLIFSENT 04/16/2010 04/16/2010 04/16/2010 an
10:59:19 AM ET 11:02:37 AM ET 11:08:13 AM ET
TGANET2010-03-12T16:53:430001 TRS-CLIFSENT 03/12/2010 03/12/2010 03/12/2010 [
04:53:43 PM ET 04:56:19 PM ET 05:00:51 PM ET
1l TRS Transmission(s):
Jick on the Transmission ID to view the TRS transmifsion details or processing errors.
= 1-16 > => of 16 Records
- TRS CASHLINK
Transmission 1D Status - crea“;‘ ]r=|s T'a"'sn""t Acknowledge m?""m“ Acknowledge
—=ED —=ELD Timestamp vpe Timestamp
TGANET2010-08-03T11:45:040003 TRS-CLIFPROCESSED 08/03/2010 08/03/2010 08/03/2010 cn 08/03/2010
11:45:04 AM ET 11:47:49 AM ET 11:57:56 AM ET 12:10:46 PM ET

3. Click the Voucher # hyperlink (see Figure 79). The Deposit or Adjustment Voucher
Detail report appears as shown in Figure 80.

Figure 79. View TRS File Status for FI Results Page

View TRS File Status for FI

Generated: 08/20/2010 11:36:26 AM ET
Selected Transmission: TGANET2010-07-07T10:54:540001
Transmission Creation Timestamp: 07/07/2010 10:54:54 AM ET
Transmission Transmit Timestamp: 07/07/2010 10:57:51 AM ET
Transmission TRS Acknowledged Timestamp: 07/07/2010 11:01:36 AM ET
Transmission TRS/CL Il Acknowledged Timestamp:
Transmission Status: TRS-CLI-SENT

cLu

Voucher Voucher | Voucher Deposit Status Trace Voucher
Status Type # Date ALC Date Date CAN #  Amount
Bank: 1st Mational Bank of South Flofida
RTHN: 067005145
DDA #: 00578100
Confirmed ReturnAdjustment 000105 pP5H2/2010 14100099 051272010 05M3/2010 002780 $40.00
Confirmed DepositAdjustment | 000145 [05/25/2010 00004501 08/25/2010 05/25/2010 002780 $10.00

Figure 80. TRS Deposit or Adjustment Voucher
Detail Report Output

Adjustment-Voucher Detail

‘Generated: 07/302010 5:08:56 PM ET

Veucher #: 000105
Adjustment Type: Returnad [tem
Veucher Date: 051272010
ALLC: 141¢

Deposit Date: OS2
CAN: 00ZTE0

Voucher Amount:

Qriginal Deposit Date:
Qriginal Deposit #:

Qrganization Name:

OTC Endpoint Short Name:
OTC Endpoint Description:
Financial Institution:

RTM:

DDA:

Maticnal Park Service

EZB0FH

EWER - Everglades Mationsl Fark
1st National Bank of Sewth Florida
OET005145

005STE100
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& View Administration Reports: TRS File Status
To view a TRS file status report, complete the following steps:
1. Click the Reports tab.
2. Click Deposit Processing Reports. The View Reports page appears.

Under Administration Reports, click View TRS File Status. The View TRS
Transmission Status page appears.

3. Select a Report Format.

®Application Tip

You can view reports in HTML, PDF, Excel, or PowerPoint format.

4. Under the TRS Transmission(s) Not Processed section, click a Transmission ID of
the TRS transmission details you would like to view.

Or

Under the All TRS Transmission(s) section, click a Transmission ID of the TRS
transmission details or processing errors you would like to view.

©Application Tip

If a Transmission ID with FRB CL CA$HLINK Type is selected, the
TRS Transmission Status (FRB) report appears in a new window. If
a Transmission ID with CLII CA$HLINK Type is selected, the TRS
Transmission Status (FI) report appears in a new window.

®Application Tip

There are two sections on the View TRS Transmission Status page. The
TRS Transmission(s) Not Processed section displays report files that
have not been successfully processed by TRS. The All TRS
Transmission(s) section displays all deposit report files regardless

of transmission status or success.
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5. Click the Voucher # hyperlink. The Deposit or Adjustment Voucher Detail report
appears.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
e Click Refresh to redisplay the page with any additional vouchers that
are in-process.
e Click Return Home to return to the previous page.
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View Vouchers Completed

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View Vouchers Completed. See
Figure 81 below.

Figure 81. View Vouchers Completed from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing Reports
View Reports
Flease select the report you would like to view.
= Administration Reports
View CABHLINK |l File Status
View FRB CASHLIMK File Status
WView TRS File Status

Wiew Vouchers Completed

View Vouchers In Frogress

2. The View Vouchers Completed page appears. Click the Voucher # hyperlink to view the
Voucher Event Log page and additional voucher information (see Figure 82 below).

Figure 82. View Vouchers Completed Page
View Vouchers Completed

Following are the vouchers that have completed processing in OTCnet in the last 36 hours
«< < 1.8 > »» 0! § Records

Voucher Voucher Voucher Finandial Voucher Complete an
> Status » Type » Institution » Timestamp > Trace #»>
500002 CONFIRMED Deposit Regions Bank - Baton Rouge 08/03/2010 01:07:44 PM ET
100383 CONFIRMED Deposit Key Bank 08/03/2010 12:13:07 PM ET Q0000661
000207 CONFIRMED Adj_Return Bank of America 08/03/2010 12:01:45 PM ET Q0000658
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3. The View Voucher Event Log page appears (see Figure 83 below). Click the Voucher #
hyperlink to view the details of the deposit or adjustment. The Voucher Details
Information page or the View Adjustment Details page appears. Or, click a Voucher
Event State hyperlink to view the voucher event details. The Voucher Event Details
page appears (as shown in Figure 84).

Figure 83. View Voucher Event Log Page

View Voucher Event Log

Following is the history of the deposit or adjustment voucher events.

Voucher Information

Voucher #: 100383
Voucher Date: 08/03/2010

Voucher Type: Deposit

Voucher Status: 'CONFIRMED

Voucher Status Timestamp: 08/03/2010 11:44:00 AM ET
Deposit Date: 08/03/2010

CASHLINK II Trace #: Q0000661

Financial Institution: Key Bank

Voucher Event Log

Click on the voucher event state link to view voucher details_

Voucher Event S,
Voucher Event State State Timestamp Transmission ID

VoucherCreated 08/03/2010 10:43:34 AMET

Figure 84. Voucher Event Details Report Output

Voucher Event Details
Following are the voucher event details associated with the voucher event selected.

Voucher Information
Voucher #: 100383
Voucher Date: 08/03/2010
Voucher Event State: VoucherAwaitingApproval
Voucher Event State Timestamp: 08/03/2010 10:43:34 AM ET
Voucher Event LoginID: otcnft44
Voucher Type: Deposit
Voucher Status: CONFIRMED
Voucher Status Timestamp: 08/03/2010 11:44:00 AM ET
Deposit Date: 08/03/2010
CASHLINK II Trace #: Q0000661
Financial Institution: Key Bank
Voucher Event Comments: Voucher Awaiting Approval
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&= View Administration Reports: Vouchers Completed
To view a vouchers completed report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears.

3. Under Administration Reports, click View Vouchers Completed. The View Vouchers
Completed page appears.

4. Click the Voucher # hyperlink to view the Voucher Event Log page and additional
voucher information. The View Voucher Event Log page appears.

®Application Tip

The View Voucher Event shows additional information about the
voucher and the history of the voucher events through the FI System
to System Interface.

5. Click the Voucher # hyperlink to view the details of the deposit or adjustment. The
Voucher Details Information page or the View Adjustment Details page appears.

Or

Click a Voucher Event State hyperlink to view the voucher event details. The Voucher
Event Details page appears.

®Application Tip

The Voucher Event Details page shows processing errors associated with
the voucher event and additional information about the voucher and the
transmission associated with the voucher events through the FI System

To System Interface, FRB CA$HLINK, and the Transaction Reporting
System (TRS) interface.

©Application Tip

Additional buttons on the pages that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Clear to clear all data fields and reset to the default selections.
e Click Previous to return to the previous page.
e Click Refresh to redisplay the page with any additional vouchers that
are in-process.
e Click Return Home to return to the previous page.
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View Vouchers in Progress

1. Click the Reports tab and click Deposit Processing Reports. The View Reports page

appears. Under Administration Reports, click View Vouchers in Progress. See
Figure 85 below.

Figure 85. View Vouchers in Progress from Reports

Deposit Processing Reports

Location: Home = Reports » Deposit Processing Reports
View Reports
Please select the report you would like to view.
= Administration Reports
View CABHLINK |l File Status
View FRB CASHLINK File Status
View TRS File Status

View Vouchers Completed

View Vouchers In Progress

2. The View Vouchers in Progress page appears. Click the Voucher # hyperlink to view the
Voucher Event Log page and additional voucher information (Figure 86).

Figure 86. View Vouchers In Progress Page

View Vouchers In Progress

Following are the vouchers that have not completed processing in TGAnet. Alerts Exist

Click on the voucher number to view the voucher event log and additional voucher information.
<< < 1-100 > >> of 472 Records

Voucher | Voucher Voucher Financial Current Voucher
# Status » Type » Institution » Event State »
100067 CONFIRMED Deposit Bank of America TraceToFISent
100239 | CONFIRMED Deposit Bank of America

TraceToFISent
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3. The View Voucher Event Log page appears (see Figure 87 below). Click the Voucher #
hyperlink to view the details of the deposit or adjustment. The Voucher Details
Information page or the View Adjustment Details page appears. Or, click a Voucher
Event State hyperlink to view the voucher event details. The Voucher Event Details
page appears (see Figure 88).

Figure 87. In Progress View Voucher Event Log Page

View Voucher Event Log

Following is the history of the depasit or adjustment voucher events,

Voucher Information
Voucher % 999998
Vioucher Date! 03/16/2010
Voucher Type: Deposit
Vioucher Status: CONFIRMED
Voucher Stztus Timestame 07/20/2010 04:12:38 PM ET
Depost Dater 07/30/2010
CASHLINK IT Trzce 1
Fingndial Instution: FRE Boston

Voucher Event Log

Click on the voucher avent ctate link to view yousher detile

Voucher Event 5 - .
Voucher Event State State Timestamp Transmission [D Additional Information
VoucherCrezted Q3/16/2010 01:27:54 PM ET Comment

Figure 88. In Progress Voucher Event Details Report Output

Voucher Event Details
Following are the vouchsr event details zssocisted with the voucher svent sslected.

Voucher Information

Voucher 21 999998

Voucher Data: 03/16/2010
Voucher Event State! VoucherCreated
Voucher Event State Timestamp: 03/16/2010 01
Voucher Event LoginID: odangt01
Voucher Type: Deposit

Voucher Status: CONFIRMED
Voucher Status Timestamp: 07/30/2010 04
Dieposit Datet 07/30/2010

CASHLINK II Trace #:

Financial Institution: FRB Baston

Voucher Event Comments: Created
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& View Administration Reports: Vouchers in Progress
To view a vouchers in progress report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears.

3. Under Administration Reports, click View Vouchers In Progress. The View Vouchers
in Progress page appears.

4. Click the Voucher # hyperlink to view the Voucher Event Log page and additional
voucher information. The View Voucher Event Log page appears.

®Application Tip

The View Voucher Event shows additional information about the
voucher and the history of the voucher events through the FI System
To System Interface.

5. Click the Voucher # hyperlink to view the details of the deposit or adjustment. The
Voucher Details Information page or the View Adjustment Details page appears.

Or

Click a Voucher Event State hyperlink to view the voucher event details. The Voucher
Event Details page appears.

®Application Tip

The Voucher Event Details page shows processing errors associated with
the voucher event and additional information about the voucher and the
transmission associated with the voucher events through the FI System

To System Interface, FRB CA$SHLINK, and the Transaction Reporting
System (TRS) interface.
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®Application Tip

Additional buttons on the pages that help you perform other tasks:

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Clear to clear all data fields and reset to the default selections.
Click Previous to return to the previous page.

Click Refresh to redisplay the page with any additional vouchers that
are in-process.

e Click Return Home to return to the previous page.

@Application Tip

Additional buttons on the pages that help you perform other tasks:

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Clear to clear all data fields and reset to the default selections.
Click Previous to return to the previous page.

Click Refresh to redisplay the page with any additional vouchers that
are in-process.

e Click Return Home to return to the previous page.
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Topic 13. Viewing Financial Institutions

As a Financial Institution Viewer, you can locate and view Financial Institution details for
which you have access to. You can only view a Financial Institution that has an Active status.

Viewing a Financial Institution allows you to see related details such as:
e Institution Information
e Routing Transit Numbers (RTN) and Status
o CAN/Acct Key Relationships

View a Financial Institution

1. Click the Administration tab, select Manage FlI, select Financial Institution, and click
View (see Figure 89 below).

Figure 89: Select Administration>Manage FI>Financial Institution>View

' Deposit Processing ' Administration H Reports

Manage Fl = Manage Users

Financial Institution » y View

3. The Step 1 of 2: Select Financial Institution page appears.

Under Select Financial Institution, select the Financial Institution for which you would like
to view details. Click Next as shown in Figure 90 below.

Figure 90. Select Financial Institution Page

View Financial Institution

Step 1 of 2: Select Financial Institution

Select the financial institution you would like to view.
Select Financial Institution

Financial Institution:*
Select b

Cancel
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®Aoplication Tip

Only ACTIVE Financial Institutions display for the selection.

4. The Step 2 of 2: View the Financial Institution page appears. View details for Financial

Institutions as show in Figures 91 and 92.

Figure 91. View FRB Detail

View Financial Institution

Step 2 of 2: View the Financial Institution

Institute Information
HName FRB Boston
City Boston
State / Province MA
Country us
Institution Type FRB
District Number 01
Office Mumber 1
Accepts Foreign Check Deposits No
Accepts Foreign Cash Deposits No
Routing Transit Mumbers:
RTH Status
011000015 Active
042000437 Active
052000278 Active
CANfAccount Key Relationships:
CAN/Acct Key Relationship
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Figure 92. View Financial Institution Detail

View Financial Institution

Step 2 of 2: View the Financial institution

Institute Information

Name Bank of America
Cry Concord
State / Province CA

Country us
Institution Type Commerdial
Accepts Foreign Check Deposits Mo

Accepts Foreign Cash Deposits Mo

System To System Interface Participant Yes

Short Mame BOA
Processes Foreign Check Deposits Mo
Processes Foreign Cash Deposits No

Routing Transit Numbers:

RTN Status
011900445 Active
011900571 Active
021300019 Active
111000012 Active
121000358 Active

CAN/ACccount Key Relationships:

CAN/ACCE Key Relationship '
""""""""""""""""""""""""""" 001035 Inactve |
05797 Active
e
005989 Active
006074 Active

006077 Active
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&= View a Financial Institution

To view a Financial Institution, complete the following steps:

1. Click the Administration tab.

2. Select Manage FI menu, select Financial Institution, and click View. The Step 1 of 2:
Select Financial Institution page appears.

3. Under Select Financial Institution, select the Financial Institution for which you would like
to view details.

@Application Tip

Only Active Financial Institutions display for the selection.

4. Click Next. The Step 2 of 2: View the Financial Institution page appears.

@Application Tip

FI Confirmers, FRB Confirmers, Fl Viewers, and FRB Viewers can view
Institution Information, Routing Transit Numbers (RTN) and Status, and
CAN/Acct Key Relationships.

@Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Return Home to return to the OTCnet Home Page.
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In this Guide, you learned:

= The Introduction to OTCnet

= The Overview of OTCnet Participant User Guide Content

= How to log onto OTCnet

= How to access your User Id and reset your Password

= How to navigate the OTCnet home page

= The purpose of viewing deposits

= How to view a deposit draft

= How to view a deposit awaiting approval

= How to view a submitted deposit

= How to view a confirmed deposit

= How to view a deposit adjustment

= How to view a rejected deposit details

= How to search for and locate deposits using one or more search criteria
= How to download deposit voucher(s) as an XML or CSV file.

» The purpose of searching adjustments

= How to search and locate adjustments using one or more search criteria
= How to download adjustment voucher(s) as an XML or CSV file

= The purpose of viewing reports

= The various types of reports you can access by role

= The types of Business, Security and Administration reports

= The detail each report provides and how to view and download those reports

=  How to view a Financial Institution

This completes the series of topics for the Financial Institution Viewer Participant User Guide.
You can continue to use this guide as reference or extract the How To Steps at the end of each
Topic for quick application.
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unigue agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, it is a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CAS$HLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CA$HLINK Il CAN. The FRB Account Key is similar to the CAN, but
is only used for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which results in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).
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Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person designated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.
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B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or mare checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unique number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Iltem Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).
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C

CASHLINK II - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK 1.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to download user
profiles; as well as download software or firmware to the terminal using the Download Check
Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user can enter/apply the Accounting Code at the time of scanning
checks is established. However, the user does not have authorization to accept duplicates,
make MICR corrections, authorize the use of out-of-date LVD, or accept checks with poor
quality.
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Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to
process scanned images of checks and money orders for the electronic deposit of checks and
money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer’s check.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,

manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Version 1.3/September 2012 Deposit Processing and Reporting 115



OTCnet Participant User Guide- FI Viewer Financial Management Service

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.

Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.
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Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.

Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.
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Financial Institution (FI) - A bank, designated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Financial Management Service (FMS) - The bureau of the United States Department of
Treasury that provides central payment services to federal agencies, operates the federal
government’s collections and deposit systems, provides government wide accounting and
reporting services, and manages the collection of delinquent debt owed to the government.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report is available for 15 rolling days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.

IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

118 Deposit Processing and Reporting Version 1.0/August 2010



Financial Management Service OTCnet Participant User Guide- FI Viewer

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Item Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Iltem Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M

Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
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provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Iltem Type - Indicates that the name on check is an organization, or the check is
a money order, traveler’s check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.
OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.

OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.

OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet activity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet activity).
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Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’s name, not acting as a
business.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.

Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.
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Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.

Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The date the deposit is credited to the Treasury General Account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is available in OTCnet for 45 calendar days.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is available in OTCnet for
45 calendar days.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.
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Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique number assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Transaction Reporting System (TRS) - A collections reporting tool, supplying the latest
information on deposits and detail of collections transactions to federal agencies. The system
will allow financial transaction information from all collections systems and settlement
mechanisms to be exchanged in a single system.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.

US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

Version 1.3/September 2012 Deposit Processing and Reporting 123



OTCnet Participant User Guide- FI Viewer Financial Management Service

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CA$SHLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CA$HLINK Il or are ready for
CASHLINK II to process.

View FRB CAS$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$HLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The financial institution business date a deposit will be presented or the
calendar date the deposit will be mailed to the financial institution.

Voucher Number - The number assigned to a deposit by OTCnet.
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